
.............................. Community Association

(Charity Registration No. .......)
Centre Manager

Job Description

1. TITLE:


Manager of ..............  Community Centre.

2. RESPONSIBLE TO:


The Management Committee of ..................  Community Association.


Line Manager: Association Chair

3. RESPONSIBLE FOR:


Helping the Association to achieve its aims and objectives, particularly those concerned with meeting the recreational, educational and social needs of the community it serves, as specified in its constitution.

4. DUTIES:

(a) 
Organisation and Management

(i) Organise and administer the affairs of the Community Association 

on a day- to- day basis.

(ii) Implement the policies of the Association

(iii) 
supervise the work of all support staff, and ensure they adequately
perform the functions for which they are engaged.

(iv)
Seek to develop friendly contact with groups, organisations and individuals within the Community Centre, the Association and the area.

(b) 
Development


(i)
Help to keep the Association informed as to the needs of the community it 
serves.

(ii)
Liaise with the (Appropriate  Departments of County, District and local Councils), and as necessary with other local and national organisation.

(iii)
Promote the use of the Community Centre, and encourage the enrolment of new members and the formation of new groups which meet recreational, educational and/or social needs.

(iv) 
Help the Association to identify, train and develop volunteers to assist in its work.

(c) 
Administration

(i)
Maintain an effective system of administration, deal with correspondence, 
and arrange the hiring, booking and invoicing of Centre facilities.

(ii)
Service meeting of the Community Association and its Management Committee.

(iii)
Provide the Association with such legislative and back-up information as it may require.

(iv)
Ensure that regulations connected with such licences as the Association 
holds are adhered to, and that all such licences are kept up to date.

(d)
Professional Development, and Liaison with the  (County and District Council).


Participate in staff development seminars, courses, etc. as directed by the Chair  of the Association, which may include attendancs at community  staff meetings convened by the (County Community Officer and ...... District Council).

(e)
Other


Other duties, commensurate with the mature of the post and the hours of work, which may reasonably be assigned by the Chair acting on behalf of the Management Committee.
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