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JOB DESCRIPTION
	TITLE: 
	Area Manager - 
Community & Recreational Centres
 

	LOCATION: 
	Based at Age UK East Sussex Lewes Office with travel across the county.
 

	RESPONSIBLE TO: 
	Head of Services  
 

	RESPONSIBLE FOR: 
	AREAS: 
Isabel Blackman Centre – Hastings
House of Friendship – Lewes
Charles Hunt Centre - Hailsham

	 
	LINE MANAGEMENT: 
Centre Manager – Isabel Blackman Centre
Centre Manager – House of Friendship
Centre Manager – Charles Hunt Centre


 
PURPOSE OF POST
1. To provide strategic and operational leadership for Age UK East Sussex’s (AUKES) community and recreational centres across the county.
 
2. To ensure all centres operate as sustainable, welcoming and inclusive community hubs, funded primarily through a membership model, with cafes, room hire, events and a diverse programme of exercise, health and recreational activities that places the needs of older people at the heart of service delivery. 
 
3. To lead the growth and development of centres through strong commercial awareness, entrepreneurial thinking and operational excellence, balancing charitable objectives with financial sustainability.

4. To ensure effective line management, development and wellbeing of Centre Managers, staff and volunteers, embedding a consistent approach to recruitment, induction and performance management across all sites.

5. To play an active role in the process of income generation, fundraising, tendering and partnership development to support the long-term viability and growth of the centres.

6. To ensure compliance with all relevant professional, regulatory, safeguarding and quality standards across the area of responsibility.

DUTIES AND RESPONSIBILITIES

1. Provide overall leadership for the delivery, development and continuous improvement of community and recreational centre services, maximising the impact and reach of a multi-site offer for older people across East Sussex.
 
2. Work with Centre Managers to develop annual business plans and budgets for each centre, delivering agreed income and expenditure targets, through a commercially informed approach.

3. Maintain oversight of the day-to-day operations of all centres, ensuring a safe, welcoming and customer service first environment.

4. In partnership with Centre Managers and the Finance Team, monitor and drive performance through regular review of KPIs, identifying trends, managing risks and implementing evidence based actions.

5. Ensure centres deliver a high quality programme of exercise, wellbeing and recreational activities that respond to member needs, local demand and organisational objectives.

6. Conduct regular audits for each site, ensuring compliance with Health and Safety, Food Safety and Hygiene, GDPR and other statutory and organisational requirements, providing timely feedback to support Centre Managers and escalating any risks or concerns appropriately. 

7. Work closely with the Marketing team and Centre Managers to develop and deliver promotional campaigns and compelling content to promote the centres, increasing membership, café revenue and class participation.

8. Ensure effective implementation, review and development of policies and processes in collaboration with the Head of Services and Central Services team.

9. Represent AUKES at relevant forums and events. Develop effective relationships and partnerships with local organisations and community groups to raise the profile of the centres.

10. Provide reporting and participate in senior management meetings as required


11. Act as a point of escalation for complaints across all centres, ensuring prompt investigation, resolution and learning in line with AUKES policies.

12. Ensure regular collection and analysis of member feedback and user surveys to inform service improvements and future opportunities.

13. Foster strong links between the centres and other AUKES services to support joined up working, referrals and shared outcomes for older people.

TEAM MANAGEMENT

1. Provide clear leadership, supervision and support to Centre Managers, promoting accountability and a collaborative approach.

2. Hold regular team meetings and one to one reviews, setting clear objectives, monitoring progress and providing constructive feedback.

3. Complete annual appraisals with Centre Managers, identifying development needs and supporting continuous professional growth.

4. Manager performance, conduct capability or disciplinary procedures as required, with HR support and in line with AUKES procedures.

5. Ensure staff are recruited, trained and developed in line with AUKES policies and processes across all sites.

QUALITY PROCESSES

1. Work with Central Services to support AUKES in achieving and maintaining quality standards including ISO 9001, Investing in Volunteers and Age UK Quality Standard. 

2. Support charity-wide fundraising initiatives, centre-based events and contribute towards bid and tender submissions where appropriate.

3. Ensure that all external complaints are logged and acted upon according to the organisational procedures. 

4. Undertake relevant training as required by the organisation and agreed with your line manager. 

5. Act as an Ambassador for AUKES, positively promoting the charity and its services.

6. Carry out other duties relevant to the role and grade as reasonably requested, working flexibly to meet organisational needs.



	
	Person Specification
	
	

	EXPERIENCE
	CRITERIA
	Essential
	Desirable

	 
	Proven experience in a senior operational or area management role overseeing multiple sites.
	✓
	 

	 
	Experience of managing community facing services, leisure, wellbeing, hospitality or similar environments. 
	✓
	 

	 
	Strong track record of budget management and delivering income and expenditure targets. 
	✓
	 

	 
	Experience of working within a membership based or customer led service model.
	✓
	 

	 
	Demonstrable experience of leading, motivating and developing managers, staff and volunteers.
	✓
	 

	 
	Experience of successfully leading and managing change.  
	✓
	 

	 
	Experience of performance monitoring using KPIs and management information.
	✓
	 

	 
	Understanding of operating within a charity, not for profit or values led organisation.
	 
	✓

	 
	Experience of partnership working with local authorities, health providers and community organisations.
	 
	✓



	SKILLS & ABILITIES
	CRITERIA
	Essential
	Desirable

	 
	Strong leadership and people management skills with the ability to inspire, support and challenge.  
	✓
	 

	 
	Excellent financial and commercial awareness.
	✓
	 

	 
	Highly developed organisational and planning skills, able to prioritise across multiple sites.
	✓
	 

	 
	Confident decision maker with the ability to assess risk and take appropriate action.
	✓
	 

	 
	Strong communication and influencing skills, both written and verbal.
	✓
	 

	 
	Ability to analyse data and feedback to drive continuous improvement.
	✓
	 

	 
	Marketing and promotional skills, particularly around membership growth and community engagement.
	 
	✓

	 
	Experience of service development and innovation.
	 
	✓



	PERSONAL ATTRIBUTES
	CRITERIA
	Essential
	Desirable

	 
	Commitment to the values and aims of Age UK East Sussex and improving the outcomes for older people. 
	✓ 
	 

	 
	Customer focused with a passion for creating welcoming, inclusive and high-quality services.
	✓ 
	 

	 
	Professional, approachable and resilient, able to manage competing demands.
	✓ 
	 

	 
	Proactive, solution-focused and adaptable to change 
	✓ 
	 

	 
	High level of integrity with a strong commitment to equality, diversity and inclusion.
	✓ 
	 

	 
	Educated to A-Level, equivalent standard or relevant professional experience.
GCSE A-C Maths and English
	✓ 
	 

	 
	Ability to travel regularly across East Sussex and between multiple sites.
	✓ 
	 

	 
	Willingness to work flexibly, including occasional evenings or weekends to support centre operations or events.
	✓ 
	 




I confirm that I have received and read the above Job Description and Person Specification. 
As an employee of the Charity, I understand the duties and responsibilities assigned to me. Furthermore, I understand that these are intended as guidelines and may change over time, as necessary. From time to time, I understand I may be asked to perform duties and undertake responsibilities that are not specifically set out in my job description but are suitable for my role and level. 
I confirm that I have received and read the above job description and person specification. 
Employee Name............................................................................................................  
Signature....................................................................................................................... 
Date............................................................................................................................... 
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