

                                                                

	


Job Description for The Charles Hunt Centre Manager

 

Responsible to:	Area Manager – Community and Recreation Centres
Responsible for:	The Centre, any paid staff and team of volunteers
Hours:	30 Hours per week with flexible evening and weekend work
Salary:	
Location:	The Charles Hunt Centre with occasional requirement to work at other locations as necessary.

Main purpose of job: 

The Charles Hunt Centre (CHC) is a much-loved community venue in the heart of Hailsham. It provides warm and friendly social space to socialise, enjoy activities and a meal. Designed specifically for the over 55’s but a venue that everyone in the community can enjoy.
The Role:
Reporting directly to the Area Manager the CHC Manager is responsible for making the centre a sustainable success. Overseeing both the day-to-day centre management and being central to its strategic planning. Your empathy and attention to detail will ensure the delivery of consistent and exceptional service standards whilst your business and commercial mindset will optimise opportunities to maximise revenues & exceed budgeted sales and targets.

Business Management
1. In conjunction with the Area Manager develop an annual operations plan and budget for the CHC.
2. Carry out an annual user survey to set client objectives, KPI’s and report on performance against these.
3. Deliver the income and expenditure budget by running the CHC with a commercial mindset
4. Where possible maximise the opportunities for raising funds through donations 
5. Ensure effective in-house administrative functions to accurately manage the operation, client memberships, class and room bookings, transactions, recording income and expenditure and maintaining quality standards across the business. 
6. Work with the Finance Team to review monthly management accounts, adjust as required and report upon these to the Area Manager.
7. Ensure all client and user data is accurately recorded on in-house data systems and maintain GDPR compliance.
8. Implement management policies and procedures in conjunction with the Area Manager and review and develop on an ongoing basis.

Centre Management
9. Manage day to day operations to provide a safe and always inviting environment across the operation. Occasional weekend and evening work may be required.
10. With the team carry out all daily and periodic health and safety duties, risk assessments and required monitoring. Actively reduce and remove risk or escalate for attention to the Facilities Manager. 
11. Develop, implement and monitor policies and procedures for routine inspection/maintenance of plant, telecommunications, fire safety equipment, mechanical and electrical equipment (including PAT testing) within the building. Ensure that maintenance schedules are developed and implemented.
12. Take overall responsibility for the security of the building and for establishing administrative arrangements for locking/unlocking the building. Develop and implement procedures for monitoring and responding to emergency alarms. Act as the First Responder for premises matters and escalate as required.
13. Effect minor internal or exterior repairs (e.g. broken windows) and maintenance within delegated budget.
14. Take Overall responsibility for ensuring that all rooms and public areas are kept clean and serviced and for establishing waste management/disposal procedures.
15. Maximise use of allocated resources to ensure the provision of high quality, effective, efficient and economic services.
16. Identify stock needs and develop minimum stock levels to ensure sufficient stock is always available for the centre and activities. Oversee that the kitchen team are maintaining correct minimum stock and shelf life for all food, ambient, alcohol and disposables.
17. Work closely with the Facilities Manager to ensure that the centre operates in line with all other legal, license, catering / leisure and AUKES procedures and regulations 
Team Management
18. Motivate and manage the team to maximise income and achieve the objectives and vision for the CHC and its clients
19. Recruit, train and develop team members in line with the centre operational plan and following AUKES policy and procedures
20. Hold regular team meetings and one to ones to review performance, ensure clear communication and collaborative working between teams and the wider organisation and action any requirements in a timely manner. Carry out annual appraisals and development plans.
21. Actively develop the teams through goal setting, positive recognition and providing suitable development opportunities and training where required.
22. In partnership with HR effectively resolve performance and disciplinary matters in a timely manner following AUKES policies and procedures.
23. [bookmark: _Hlk85809019]Manage and oversee team rotas, holidays and absence in line with AUKES policies and procedures arranging short notice cover where required.
24. Promote working with other AUKES staff and volunteers to facilitate excellent relationships between the CHC team and the wider organisation
Customer and Services
25. Create a warm and inviting customer first environment with the customer at the heart of the CHC. 
26. Develop and oversee the core service offer for the CHC around a sustainable paid membership and pay as you go model. Offering a diverse and attractive range of health, wellbeing and leisure activities through a calendar of daily classes and events run by centre staff, volunteers and external partners.
27. Maximise room hire for the available spaces and manage sales, bookings and room setup / catering and refreshments as required
28. Oversee the offices and rooms to maximise their use and income generation. 
29. Oversee the café and catering team to ensure that they deliver the budget and service standards for the cafe and catering operations.
30. Promote the centre, activities and events to maximise utilisation of the Centre’s facilities through all suitable marketing channels including, but not limited to, the centres website and social media, centre newsletter and mailing lists.
31. Manage internal and external events and maximise the opportunity to generate income from such for the CHC
32. Deal with day-to-day complaints from the public and take action to develop and implement
improvements as required.
Standards
1. Work with the Finance Team to ensure financial systems provide suitable weekly and monthly management information and report progress to the Area Manager and at team meetings.
2. Work with the Finance Team to investigate and resolve any significant discrepancies as they arise, and to ensure all AUKES Financial Procedures are being correctly followed.
3. Work with the Marketing Team to ensure the CHC correctly promotes the AUKES brand, our charitable services and actively generate leads for all parts of the charity.
4. Work with the Fundraising Team to ensure the CHC actively supports the wider Fundraising Strategy including taking part in events and supporting the main fundraising initiatives.
5. In collaboration with the Central Services Team, ensure the CHC helps to support AUKES achieve quality standards such as ISO9001, Investing in Volunteers and The Age UK Quality Standard.
Other:
· To work within the policies, procedures and quality frameworks adopted by Age UK East Sussex with particular attention to equal opportunities, data protection/confidentiality, safeguarding and health and safety requirements.
· To undertake relevant training as required by the organisation and agreed with your line manager.
· To be an Ambassador for the Charity, positively always promoting the organisation and its services.
· To undertake other such responsibilities and duties as may be reasonably required by your line manager within the level and grading of the post and to work flexibly as required.


	
Equal opportunities
Age UK East Sussex is committed to anti-discriminatory policies and practices, and it is essential that the post holder is willing to make a positive contribution to their promotion and implementation.

Scope of job description
This job description reflects the immediate requirements and responsibilities of the post. It is not an exhaustive list of duties but gives a general indication of work undertaken which may vary in detail in the light of changing demands and priorities. Substantial changes will be carried out in consultation with the post holder.

Person Specification:

 
	Essential
	Desirable

	Minimum 3 years’ experience in managing a venue offering a range of services / catering / hospitality / leisure
	3 years’ experience of running a leisure centre or similar

	A Level or above qualifications
	Degree in leisure venue management or hospitality or equivalent experience

	Experience of leading a team to deliver customer facing operations 
	Experience of managing a team of at least 5 staff and up to 20 volunteers

	Experience of setting budgets, forecasting profit and loss, reviewing monthly accounts and adjusting business operations to achieve targets
	Experience of strategic planning and developing business plans

	Experience and empathy for the needs of older people and the types of leisure activities, health and wellbeing services they are looking for
	Experience of designing services for older people in a public sector, community or commercial setting

	Experience of growing and managing a membership base or subscription service
	Experience of membership systems / marketing to attract new members, member sales journeys, retention and upselling 

	Experience overseeing conferences and or activity classes
	Experience of designing successful classes and activities around exercise, arts, education, skills-based workshops etc

	Experience overseeing or managing a café / restaurant / licensed premises or hotel.
	Experience of working within a licensed premises with licensee responsibility for alcohol and other licensed products and activities.

	Demonstrative customer focus and a passion for presentation and service, working with a customer 1st mindset to create or improve services 
	Experience of leading a customer steering group to build services or carry out successful community fundraising

	Experience in hospitality or events such as hosting parties, and/or weddings
	Successful experience of running commercial events

	Strong communication and negotiation skills
Experience working in a standards /compliance environment
	Experience of recruiting and managing a large team of volunteers

	Experience setting standards across a range of disciplines, monitoring team achievement of standards and reporting on results
	Experience overseeing managers running their own departments

	Experience of buildings management and overseeing health and safety in a public environment
	Experience of health and safety in a food or catering establishment, food hygiene, stock control and food production 

	Experience of working under pressure
	

	Excellent organisational skills and a self starter
	

	A good understanding of IT and ability to use Microsoft and other IT systems
	

	Willingness to undertake and participate in training and CPD
	

	Ability to work evenings and weekends

	

	Ability to lift and move furniture and equipment to setup rooms often on a daily basis
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