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JOB DESCRIPTION
	TITLE:
	Centre Manager – House of Friendship

	LOCATION:
	Lewes

	RESPONSIBLE TO:
	Area Manager – Community and Recreational Centres

	RESPONSIBLE FOR:
	AREAS: House of Friendship


	
	LINE MANAGEMENT: 4 direct line reports






PURPOSE OF THE POST

The House of Friendship (HOF) is a much-loved community venue in the heart of Lewes. It provides warm and friendly social space to socialise, enjoy activities and delicious food. Designed specifically for the over 50’s but a venue that everyone in the community can enjoy.
Reporting directly to the Area Manager - Community and Recreational Centres, the HOF 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.

DUTIES AND RESPONSIBILITIES:

Business Management
· In conjunction with the Area Manager develop an annual operations plan and budget for the HOF.
· Carry out an annual user survey to set client objectives, KPI’s and report on performance against these.
· Deliver the income and expenditure budget by running the HOF with a commercial mindset
· Where possible maximise the opportunities for raising funds through donations 
· 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. 
· Work with the Finance Team to review monthly management accounts, adjust as required and report upon these to the Area Manager.
· Ensure all client and user data is accurately recorded on in-house data systems and maintain GDPR compliance.
· Implement management policies and procedures in conjunction with the Area Manager and review and develop on an ongoing basis.

Centre Management
· Manage day to day operations to provide a safe and always inviting environment across a Mon- Friday operation. Occasional weekend and evening work may be required.
· 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. 
· 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.
· 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.
· Effect minor internal or exterior repairs (e.g. broken windows) and maintenance within delegated budget.
· Take Overall responsibility for ensuring that all rooms and public areas are kept clean and serviced and for establishing waste management/disposal procedures.
· Maximise use of allocated resources to ensure the provision of high quality, effective, efficient and economic services.
· 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.
· 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
· Motivate and manage the team to maximise income and achieve the objectives and vision for the HOF and its clients
· Recruit, train and develop team members in line with the centre operational plan and following AUKES policy and procedures
· 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.
· Actively develop the teams through goal setting, positive recognition and providing suitable development opportunities and training where required.
· In partnership with HR effectively resolve performance and disciplinary matters in a timely manner following AUKES policies and procedures.
· [bookmark: _Hlk85809019]Manage and oversee team rotas, holidays and absence in line with AUKES policies and procedures arranging short notice cover where required.
· Promote working with other AUKES staff and volunteers to facilitate excellent relationships between the HOF team and the wider organisation

Customer and Services
· Create a warm and inviting customer first environment with the customer at the heart of the HOF. 
· Develop and oversee the core service offer for the HOF 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.
· Maximise room hire for the available spaces and manage sales, bookings and room setup / catering and refreshments as required
· Oversee the offices and rooms to maximise their use and income generation. 
· Oversee the restaurant and catering team to ensure that they deliver the budget and service standards for the restaurant and catering operations.
· 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.
· Manage internal and external events and maximise the opportunity to generate income from such for the HOF
· Deal with day-to-day complaints from the public and take action to develop and implement improvements as required.

Standards
· 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.
· 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.
· Work with the Marketing Team to ensure the HOF correctly promotes the AUKES brand, our charitable services and actively generate leads for all parts of the charity.
· Work with the Fundraising Team to ensure the HOF actively supports the wider Fundraising Strategy including taking part in events and supporting the main fundraising initiatives.
· In collaboration with the Central Services Team, ensure the HOF 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.

Training:

· Full standard induction






Person Specification

	Attribute
	Quality
	Essential/Desirable
	Assessed

	Education/
Qualification



	· A-Level or equivalent relevant experience.
· Food Hygiene Qualifications.
· Personal License
	E

D
D
	Interview

Interview/Verification
Interview/Verification

	
Experience
	
· Minimum 3 years’ experience in managing a venue offering a range of services, catering, hospitality, leisure.
· Experience leading a team to deliver customer facing operations.
· Demonstrable experience setting and reviewing budgets.
· Experience of growing and managing a membership or subscription service.
· Experience overseeing room hire facilities and activity classes.
· Experience of working with volunteers.
· Experience managing health and safety in a public environment.
· Experience overseeing a catering operation.
· Experience overseeing building management, including office lets.
	
E



E


E

E


E

E

D

D

D

	
Interview



Interview


Interview

Interview


Interview

Interview

Interview/Relevant verification
Interview

Interview

	Knowledge



	· A good standard of IT skills, comfortable using Microsoft Office.
· Understanding of how to recruit and manage volunteers.
· Understanding of food hygiene and associated regulations
· An understanding of CRM systems.
· An appreciation for the needs of older people.
	E


E

D

D

D
	Interview


Interview

Interview/Verification

Interview

Interview

	Skills and Abilities


















	· Strong communication skills both verbal and written.
· Able to manage a varied workload with competing priorities.
· Be able to lift and move furniture and equipment to enable event setup.
· Able to work some evenings and weekends as required.
· Trained in first aid.
	E

E

E


E

D

	Interview

Interview

Interview


Interview

Verification

	Other
	· Able to travel to other locations within East Sussex as required.
	


	




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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Date Created: November 2023			

image1.jpeg
D East Sussex
“ageuk




