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Stratford Town Trust
Job Description
Community Hub Manager
22.5 hours per week – plus ad-hoc out of hours cover during evenings and weekends
Salary: £41.5k
Reports to:  Chief Executive
Direct Reports: Deputy Community Hub Manager, Volunteer Coordinator, Hub Admin Assistant

PURPOSE
[bookmark: _Hlk74310357]Reporting to the Chief Executive and as a member of the Senior Management team, work closely with the Grants Manager and Volunteer Coordinator to engage with the community.  Through proactive and positive management of a small team, ensure the efficient operation of the Community Hub to maximise community engagement and generate additional income.  
Manage and work alongside the Volunteer Coordinator to increase opportunities for the volunteer cohort.  Through community engagement enable Stratford Town Trust to have the widest possible connection with the charities and community groups that exist within Stratford-upon-Avon and work in collaboration with them.  

KEY RESPONSIBILITIES
Community Hub
· Develop a mid- and long-term strategy for the Community Hub and wider community engagement.
· Effectively lead the team in ensuring that the Community Hub is safe and successful as a shared community space, and that it provides a friendly, welcoming environment.
· Work with the Head of Finance to ensure that the hub and all community engagement activities operate within their agreed annual budgets.
· Work with the Building & Facilities team to ensure the hub is compliant from a health and safety perspective.
· Ensure that all activities comply with appropriate Stratford Town Trust policies and procedures.
· Regularly review all hub, community engagement and volunteer related policies and procedures making recommendations for change where necessary to the CEO.
· Engage with local groups, businesses and public sector to promote the hub and generate an agreed level of room hire income to support the business model.
· Signpost groups and individuals appropriately if they have ideas which need support, financial or otherwise.
· When required attend Stratford Town Trust board and/or committee meetings.
· Any other activity appropriate to the role but not specified within this job description


Community Engagement
· Reach out to the local community and develop links with existing groups who can benefit from using our community assets.
· Ensure that community engagement activity both influences and complements the wider network of community-based provision across the town
· Ensure community groups are aware of the work carried out by Stratford Town Trust including grants available
· Work with the Volunteer Coordinator to ensure the volunteering programmes operate according to best practice
· Work with the Volunteer Coordinator to develop the Trust volunteering programmes
· Work with the Grants Manager to use Stratford Town Trust’s position (impartial and independent) to bring together organisations with expertise and experience to identify and highlight issues of local significance, e.g., Stratford Youth Collective
· Build new and existing relationships with local charities and community groups, NHS, local authorities , schools, social enterprises and businesses, with the aim of developing partnerships which enhance the lives of the most under-represented people in the town

Communications, Monitoring and Evaluation
· Capture and report when requested outcome/impact evidence (for example, registrations; before and after surveys; photos; videos and focus groups) to ensure compelling stories are available for communications and marketing, following GDPR and Safeguarding Policies
· Work with the Communications Officer to share and celebrate activities at the Community Hub on the website and social media.

Additional Duties
· Act as deputy Designated Safeguarding Lead for Stratford Town Trust
· Attend volunteer meetings as and when necessary 
Person Specification
· [bookmark: _Hlk74312828]Resourceful and able to think strategically
· Proven ability to lead a small team
· Experience of Community Engagement and working with stakeholders
· Delivery focused
· Excellent administrative and organizational skills 
· Experience of financial management, including budgets, monitoring and credit control
· Experience of premises administration or facilities management
· A practical understanding of Health and Safety Law and its application in the workplace
· Experience in the public or voluntary sectors, ideally working with adults at risk
· Excellent written and oral communication skills
· Proficient in Microsoft applications
· Flexible approach and willingness to work evenings and weekends as required

Stratford Town Trust is committed to inclusion, one of our core values, and we will make sure that no applicants or employees receive less favourable treatment than others on grounds of race, sex, marital status, religion, disability or sexual orientation or be disadvantaged by any conditions or requirements which cannot be shown to be justifiable
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