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Part time Community Hub Co-ordinator

Reports to:
General Manager

Salary: 
£14.00 per hour

Pattern of work: 
14 hours per week

The main duties of the Community Hub Co-ordinator are as follows:

· To manage/co-ordinate all activities in and related to, the Community Hub for Plas Madoc Leisure Centre
· To ensure equity in delivery and accessibility of Hub services within the target community
· To establish and maintain a positive and proactive approach to the Hub framework
· To establish, deliver and periodically review any marketing platforms using paper/verbal/virtual channels
· To attend partnership meetings with the local partnership framework to encourage good communication, sharing of good practice and address any challenges
· To monitor and manage Hub performance, report on delivery and produce any necessary reports, on time
· To meet with local stakeholders to consult with them (where necessary) and maintain open communication channel
· To attend local and regional meetings as part of the Hub network, as and when necessary
· To attend training as and when necessary
· To look for appropriate funding to support the Hub services, to draw down funding and report on spend, when required
· Respond to targets and deadlines
· Ability to see the bigger picture/whole system approach
· To maintain good working relationships with outside agencies and the general public to uphold the Centre’s image
· To always maintain the highest standard of professional conduct with customers, colleagues, stakeholders and the general public, both at work and socially
· To contribute to sharing ideas, knowledge and best practice to ensure the long-term success of Splash Community Trust and the Centre
· To adhere to employment policies as detailed in the Employee Handbook
· To follow all health & safety procedures to ensure the safety of yourself, colleagues, customers and others who may be affected by your behaviour
· To uphold Splash Community Trust’s commitment to equality of opportunity to all by following the Equality & Diversity Policy
· To adhere to all of Splash Community Trust’s policies & procedure
· To support Splash Community Trust in achieving its environmental aims and objectives
· To carry out such duties as may be determined by the Senior Management team


The above is an outline indication of the role only.  Objectives/tasks may change from time to time as the service develops.


The Community Hub Co-ordinator should have the following experience and knowledge:

· Experience of working with third sector organisations and an awareness of local and regional third sector provision  
· An understanding of the challenges faced by delivering in the third sector
· Experience of working with communities and a good knowledge of the local demographic
· A good understanding of equality and equitable delivery/access to services
· A good understanding of the challenges faced by residents in the community; how these challenges are being addressed now (if at all) and how the challenges might be addressed in the future 
· Experience of establishing and maintaining positive partnerships/relationships with organisations and individuals in the community
· Experience of monitoring/managing performance
· Experience of reporting and performing to deadlines
· Experience of promotion and marketing


Qualifications or Training:
· [bookmark: _Hlk107220218]Must have at least 5 GCSE’s or equivalent including Maths and English
· [bookmark: _Hlk107220269]Ideally educated to A-level or equivalent
· Evidence of Continuous Personal Development

Practical Skills: 
· Strong organisational skills
· Ability to communicate with a wide range of people effectively at all levels, both orally and in writing
· Excellent Information Technology skills

[bookmark: _Hlk107220356]Personal Qualities & Attributes:
· Ability to work unsupervised and to agreed outcomes
· Thorough and accurate approach to all work with the ability to apply set procedures
· Flexible and adaptive attitude to change and do everything to make new approaches and methods work
· A cheerful, positive and encouraging disposition
· Excellent problem solving
· Have good attention to detail
· Ability to work in a busy environment
· Ability to work as part of a team
· Open, honest, approachable and pleasant, friendly personality
· Confident and professional
· Personal appearance is of the highest standard of tidiness and hygiene
· Accept the importance of maintaining and improving standards and strive to always exceed expectations
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