[image: image1.jpg]N

The Fermanagh

*stTrust



                                                                      [image: image2.png]"4 FE

N

RMANAGH





Job Description
	Position:
	 Trainee Manager
	Reporting to:
	Centre Manager 

	
	
	
	

	Location:
	 Fermanagh House
	Responsible for:
	Supporting the Centre Manager develop Fermanagh House – Community Hub

	
	
	
	


Introduction 

Full Time Assistant Centre Manager - Salary: £19,500 p.a 
Hours: 37.5 per week Mon – Fri (requires flexibility, occasional evening & weekend working)

The Fermanagh Trust has developed this new position of Trainee Manager at Fermanagh House. Fermanagh House is a successful social enterprise in the centre of Enniskillen in County Fermanagh which provides excellent office, meeting, training and conference facilities for community and voluntary organisations and others. This is an excellent opportunity to learn and develop facility management skills and make an effective contribution to community life. 
Job Purposes/Objectives:

· Working with the Centre Manager to ensure Fermanagh House is a vibrant, well managed facility for organisations and groups   

· To support the management of the Centre to ensure high levels of customer satisfaction, achieving high occupancy levels (office space and meeting facilities) and income targets
Main Duties/Responsibilities:

Customers

· Liasing with existing tenants to engender good customer relationships, on-going client care and the servicing of their needs and complaints

· Foster constructive and cooperative relationships with the occupiers through the Fermanagh House Forum, e-mail updates and other approaches

· Retain users of Fermanagh House through by implementing an effective communication and feedback process 

· Encourage networking and joint work between organisations 

· Familiarisation with all existing tenants 

· Develop distribution networks for promotional materials, market the facility to potential customers, conduct viewings of the facility and explain the terms and added value services available

· Support the maximisation of usage of Fermanagh House by external organisations

· Support the management and implementing an effective booking and related financial system
Facility Management 

· Ensuring high standards of presentation and maintenance throughout the Centre
· Be fully familiar with all property appliances and service contracts.

· Ensure compliance with Health and Safety Legislation and all other general legislation. Carry out all statutory tests that are required e.g. Fire alarm testing.

· Contribute to ensuring that all aspects of the Centre Administration Procedures are fully implemented including assisting with managing and reviewing the ‘meeting facilities’ booking schedule

· Identify and discuss with colleagues improvements that are required at the Centre, if agreed, implement these improvements

· Support the necessary purchasing, servicing and updating of the Centre

· Help update ‘induction pack’ for people based in the Centre and procedures manual for using the centre

· Assist in the management of storage space and equipment use within the building 

· Ensure the Building is safe and secure. Act as the deputy main key holder for the centre and be responsible for ensuring the opening and closing of the building and emergency call outs  (It may be necessary to be contacted out of hours in the event of an emergency. Therefore, there is a requirement to provide a home contact number or 24hour mobile number to be used under these circumstances)

· Maintain high levels of customer care and handle any issues raised by customers 

Staff Management

· Support the centre manager ensuring that workloads are appropriate and quality of work is of a high standard
· Assist in the provision and delivery of training and induction for new staff. 
Finance

· Liaison with the Centre Manager to maximise income including monitoring cost effectiveness and highlighting and rectifying areas of low performance.

· Support the review of expenditure and achieve cost savings where possible, whilst maintaining high standards of service and presentation.

· Support the Centre Manager and wider team to meet annual operating business targets, ensuring all income is to full target levels.
Marketing

· Familiarisation with competing centres and services in the local area

· Help promote added value services (I.T Broadband, Grant Finder, Reception, Administration and Storage services)

· Organise and manage events and activities in Fermanagh House and maximise revenues where possible 

· Ensure good branding and signing of the Centre through all material and ensure this is kept to a high standard.

· Promote facilities through tenant and general public contact.

Project Support work

· Liase with representatives from community, voluntary and other organisations in the implementation of the Fermanagh Trusts community relations and community development work

· Utilise the Internet and E-mail to market Fermanagh House to customers, potential customers and users of the Centre 

· Promote and support the development of www.fermanaghhouse.org and other social media platforms amongst user groups and other potential users 
· Promote the Fermanagh Trust community work 

Administration 

· Complete a range of other administrative tasks including updating the booking and financial administration system 

Reporting

· Prepare written quarterly reports outlining the key developments, areas for future consideration, etc 

· Meet with the Centre Manager at least fortnightly to discuss performance and areas for future action

Personnel Specification
Essential Criteria 

Five GCSEs Level C or above including English and Maths or equivalent

Minimum of one year’s experience operating in an office environment

Computer literate with at least one year’s experience in utilising Microsoft Office or Google Office suite

Very good Oral and written communication skills including report writing skills

At least one year’s experience in Customer Care

Desirable Criteria

A Levels or appropriate professional qualification

Experience in successfully organising events or activities

Experience in working as part of a team
Evidence of a strong work ethic

Key Competencies

Able to deliver a quality service, improvement and innovation

Ability to embrace the culture and ethos of the Fermanagh Trust and be accountable for their delivery

Ability to encourage collaborative action

Confidentiality
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