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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:


Community Facilities Manager (Temporary for 6 Months)
SALARY: 


£34,853 - £37,965
LOCATION:
Lochbroom Leisure Centre & Macphail Centre
HOMEWORKING:
This post is not suitable for homeworking
RESPONSIBLE TO:

Area Leisure Manager
JOB PURPOSE:
To lead the effective management and development of Lochbroom Leisure Centre & Macphail Centre and its community arts, learning & facilities programme to help improve the health and wellbeing of the local community and visitors to the area. 
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. To manage the day-to-day operation of Lochbroom Leisure Centre & Macphail Centre, including staffing and personnel management, financial planning, budgeting and monitoring, health and safety management, facility and community arts and learning programming, provision of performance management information, marketing and promotional activity.
2. To implement and deliver the Management Agreement between The Highland Council and the Macphail Centre Management Committee.

3. To ensure that all facility operations adhere to HLH policies, practices and strategies including financial regulations, equality and health & safety requirements.
4. To develop a programme that ensures maximum utilisation of all facilities and maximises potential income generation.
5. To assist in the development and uptake of the High Life membership scheme.
6. To review and develop the current facilities to create a first-class facility for fitness, arts and lifelong learning users.
7. To develop the relationship with Ullaspool Board, Macphail Management Committee, local members and Head Teacher to ensure appropriate community use of the community facilities and equipment.
8. To review and develop current adult fitness, arts and lifelong learning provision and a range of courses, activities and holiday programmes.
9. To work with the HLH Marketing and Communications Manager to develop and implement effective promotional activity to maximise the use of Lochbroom Leisure Centre, Macphail Centre and the associated community facilities.
10. To recruit, train and develop a first-class team of staff.
11. To manage and supervise the work of the facilities staff.
12. To develop and maintain a positive working relationship with all key stakeholders, including the public, schools, community groups, user groups, Council and HLH staff.

13. To act as the principal point of contact with the Head Teacher and staff of Ullapool High School to ensure provision of agreed access to and use of the Macphail Centre.
14. To propose new ideas for development and to contribute to the implementation of new projects.
15. To assist, support and advise community-based groups and clubs and other potential users to develop and improve their activities, including the use of the facilities and programme of activities.
16. To work closely with the High Life Highland Health and Wellbeing Manager to maximise opportunities for health promotion and physical activity.

17. To work in collaboration with partners to source external funding to meet defined need.
18. To work a flexible work pattern, including routine evening and weekend shifts as required.

19. To provide management cover as and when required to other leisure sites within the HLH facility portfolio.
20. To assist the Area Leisure Manager and HLH Senior Management Team as required.
Other Duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations, it will be necessary to update this job specification from time to time.
Date:
Jan 2023 
High Life Highland (HLH) is committed to the protection and safeguarding of vulnerable groups, including children and protected adults and believes that they should never experience any kind of abuse. It has a responsibility to promote the welfare of those in vulnerable groups and to keep them safe and to practice in a way that protects them. HLH expects all those with whom the Charity engages to share this position. Where applicable, new positions will be subject to the appropriate level of Disclosure Scotland checking; identity checks (address, date of birth), employment/experience history, two references (one of which must be most recent employer, where appropriate), qualifications, Right to Work in the UK (where applicable). The above will apply to anyone working on behalf of HLH (paid or unpaid) including all board directors, staff, workers, volunteers, agency staff and students
	[image: image2.png]highlife

highland
na gaidhealtachd




	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:

Community Facilities Manager 
LOCATION:
Lochbroom Leisure Centre & Macphail Centre
ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:
1. EXPERIENCE 
· Management experience in the public or private leisure, arts, learning sector or experience of working in a health and wellbeing profession e.g. education, community, youth work or health promotion;
· A clear and thorough understanding of leisure facility management, specifically health & safety legislation in relation to managing a public facility.
· A proven track record of effectively prioritising tasks, working to tight deadlines and working on own initiative.
· A clear understanding of customer needs and the role of marketing and communications in effective facility management.
· Experience in facility and project development including partnership working.
2. EDUCATION AND QUALIFICATIONS 
· Educated to degree level or with extensive experience of working effectively in a relevant sector e.g. in community, leisure, arts, school or educational facilities.
3. SKILLS/ATTRIBUTES GENERAL
· Commitment to the health and safety of employees and customers.
· Excellent written and verbal communication skills.
· Confident in the use of Microsoft Word, Excel and PowerPoint.
· Able to demonstrate effective leadership and to motivate and enthuse staff
· Demonstrate a degree of commercial awareness.
· Excellent problem-solving skills.
· Ability to handle sensitive situations appropriately and with discretion.
· Full valid driving licence or access to personal transport.
· Ability to communicate confidently and effectively with user groups and colleagues.
· Ability to contribute to the monitoring and evaluation of performance.
· Ability to promote enthusiastically the use and development of the local facilities to all sectors of the community.
· Self-disciplined and able to work under pressure and to strict deadlines

· A willingness to learn and to undertake any relevant training identified.
4. SKILLS/ABILITIES SPECIFIC TO THE POST
•
Ability to work effectively and innovatively with partners to maintain productive 

working relationships.
5. INTERPERSONAL AND SOCIAL SKILLS
· Good negotiation, facilitation and customer service skills.
· Enthusiastic and motivated, with the ability to advise, guide and motivate staff and stakeholders.
· The ability to contribute to the development and implementation of policies and plans
· Effective team working.
