ROYSTON COMMUNITY ASSOCIATION

JOB DESCRIPTION

Job Title:		TEMPORARY CENTRE MANAGER

Location:		Coombes Community Centre, Burns Road, Royston

Hours:	3 hours per day (mornings), 3-5 days per week, all year round, plus occasional holiday, sickness and emergency cover

Salary:	£20 per hour

Report to:	Trustees of Royston Community Association (RCA)

This is a fixed term post to cover the maternity leave of a permanent member of staff. To start as soon as possible. It will terminate upon the return of the employee which we expect to be on 30 June 2026. 

Purpose of Job:
	
To manage the operational work of Coombes Community Centre and provide administrative support to the RCA. You will be responsible for: 
(a) running Coombes Community Centre in an effective and efficient manner
(b) managing the RCA’s employees including dealing with any HR issues
(c) maintaining good relations with members of the public and Centre hirers at all times

Your duties will include:

1. Supervising the Assistant Manager and covering her tasks in her absence 
2. Dealing with any problems that users of the Centre may have regarding their hire
3. Ensuring that the cleaning of the Centre is efficiently carried out and performed to an acceptable standard at all times, whether by employee or contractor
4. Giving day to day instructions and receiving reports from the cleaning and other Centre staff, volunteers and contractors
5. Keeping the building maintenance records for the Centre and arrange for repairs to be carried out and ensuring that these are completed satisfactorily
6. Dealing with any maintenance issue that may occur on a daily basis and keeping the Centre compliant with working lights and certificates for gas, electricity, portable appliance testing, fire equipment and all other potential risks such as asbestos inspections and water quality
7. Being aware of and acting in accordance with policies and procedures for Health & Safety, risk assessments, security, confidentiality, safeguarding and General Data Protection Regulations
8. Monitoring and evaluating the effectiveness of the Centre and ensuring best value for all services, utilities, consumables and equipment
9. Attending meetings of the RCA Trustees (normally held every other month) and ensuring regular reports are presented
10. Ensuring the agreed financial management standards are fully met, including debt collection, financial reports and grant applications
11. Managing any legal developments or approaches (e.g. Lease, Public Liability claims, Charity Commission requirements)

12. Providing support as required to the completion of Company and Charity Annual Returns

13. Completing any task required within the working environment

You will be responsible for the on-call work mobile and may be required to attend the Centre for an emergency outside of your contracted hours.

You will be able to access support for this fixed term temporary post from the RCA Trustees and the Assistant Manager 


Skills and Qualifications:

You will be good with people, keen on customer care and service, polite, presentable and enthusiastic

You will be familiar with managing the responsibilities and practicalities of maintaining a building

You will be able to work under pressure with deadlines and inter-personnel matters and diplomacy

You will be able to manage a team of part-time staff (admin and cleaning)

You will be computer literate with knowledge and experience of office procedures and software packages (such as Microsoft 365)

You will be self-motivated and able to work on your own initiative, able to make business decisions and negotiate contracts and report to the RCA Trustees
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