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JOB TITLE:		Centre Manager 
 
LOCATION :		New Mills 
 
REPORTS TO:		The Chairman of the Board of Trustees (the “Trustees”) 
 
RESPONSIBLE FOR:	The day to day management of the Centre including the 				supervision of all Staff and Volunteers and the care of Clients. 
 
 _____________________________________________________________________
 
PRINCIPLE PURPOSE: 
 
· To provide advice and support to the Board of Trustees.
· To manage and be responsible for the effective day to day running of the Centre. 
· To promote the future development of the Centre.
· To represent and promote the best interests of the Centre when dealing with funders, local businesses and organisations. 
· To generate income.
 
AREAS OF RESONSIBILITY: 
 
1. Provide effective leadership, supervision and management to the staff and volunteers, ensuring that they are set and deliver appropriate targets to enable the Centre to meet its overall objectives. 
2. Attend Trustee meetings and liaise with the Chair in the preparation of meetings and following up the Boards action points. 
3. Work with the Treasurer, to ensure current and future viability of the Centre and ensure proper day to day financial management. 
4. Carry out the functions of a Company Secretary to the Trustees ensuring statutory compliance. 
5. Ensure Staff are adequately trained and are appraised on a regular basis and provided with appropriate training and development. 
6. Provide management information and statistics to the Trustees on a regular basis. 











7. Research and establish new work areas or Groups as and when appropriate and to monitor and review those currently existing to ensure delivery in accordance with the Trustees’ strategy for the Centre. 
8. Seek fund raising opportunities and to prepare written bids and develop applications and contracts for approval by the Trustees. 
9. Ensure income optimization e.g.: room hire; minibus hire etc. 
10. Work with the Trustees in developing and maintaining a Business Plan 
11. Maintain and develop new and existing relationships with stakeholders from all sectors, including the promotion of the Centre to local businesses, organisations and the media within New Mills and District. 
12. Represent the Centre in a wide range of appropriate forums and to manage and develop the Centre’s website and enhance its Social Media presence. 
13. Provide a regular Newsletter and other relevant communications to inform and promote the work of the Centre and to ensure all promotional material is up to date. 
14. Ensure all policies remain up to date and fit for purpose and develop new policies and procedures as appropriate for agreement by the Trustees ensuring compliance with Health and Safety requirements, GDPR and all relevant legislation. 
15. Develop and maintain a skills audit of all Staff, Volunteers, Members and Trustees. 
16. Work with the Trustees in the maintenance of a Risk Register 
17. Manage the Centre’s IT infrastructure and develop best working practices. 
18. Undertake other tasks as may be required from time to time. 
_____________________________________________________________________
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