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Job Description

	1. POST DETAILS

	Business Centre:
	Community Services

	Division:
	Social Centres

	Post Number:
	E0700

	Working Hours:
	37

	Grade:
	10

	Work Base:
	Agile

	Prepared/Agreed by:
	Hayley Andrews

	Date:
	16/12/2024



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Operations Manager - Runnymede

	Deputising Responsibility:
	0

	Directly Supervises:
	2 Assistant Centre Managers, 2 Support Assistants, 4 Wellbeing and Activity Assistants, 4 Kitchen staff 

	Indirectly Supervises:
	0



	3. JOB PURPOSE (What is the job trying to do?)

	· To have an excellent level of knowledge in regard to the management of day centre services, ensuring compliance with legal requirements in regard to provision of services to vulnerable residents, Health and Safety etc.
· To support staff working at other sites providing activities
· To work with the Operations Manager and the Wider Management Team in the identification of new service opportunities, looking at the viability of opportunities and turning them into live services as and when required.
· To work in partnership with organisations and other agencies in the development of services and in working towards new commercial opportunities.
· To provide statistical information as and when required to senior management on the performance of services.
· To ensure that staff training is undertaken to ensure teams operate safely and appropriately at all times.




	

4. OBJECTIVES 

	


· To provide senior management across the Social Centre provision
· To provide direct line management to a team of staff working across the centres and other sites
· To develop the service, offer in order to increase the number of service users accessing services.
· To ensure that services are delivered consistently to a high standard across the centres.
· To ensure the safety of all visitors, contractors and staff including the security of council property
· To promote within the centre and staff a vibrant atmosphere whilst being aware of the specific needs of older people
· To organise and promote activities at the centre that both entertain & stimulate the centre’s visitors
· To possess a flexible approach that allows positive reaction to the ever-changing working environment & the longer-term challenges facing Social Centre’s  
· Ensure appropriate staffing levels within the centre to maintain service continuity
· Be flexible to working in other RBC Social Centres, in order to maintain service continuity

	5. MAIN DUTIES AND RESPONSIBILITIES OF THE POST

	
Operational Management Responsibility

· Create and maintain accurate client records and support plans
· To be responsible for the safe & secure organisation & daily use of the centre
· To assess risk & be involved in the whole Health & Safety process, including the writing of risk assessments etc. and maintain accurate records
· To work flexibly and take independent action in addressing operational issues in order to reach a satisfactory resolution for all parties
· To identify and implement new service opportunities within existing resources through use of own initiative
· Keep accurate records as per the policy and procedural requirements of the service
· To organise & participate in general fund-raising activities
· To undertake health and safety assessments/risk assessments on a range of areas linked to service delivery elements, including activities and individual assessments
· To report any concerns in relation to Safeguarding to senior management, or in their absence, in accordance with Multi-Agency Protocols
· Report any building related issues to ensure the safe delivery and continuity of service, in accordance with internal processes
· To support the coordination of the recruitment of new staff as and when required
· To be able to represent the Council and the service at multi-agency meetings with partners including Surrey County Council, health partners, other borough and district councils and voluntary sector organisations



	
Financial Responsibility

· To ensure that both Social Centres are delivered within budget, undertaking regular service budget monitoring
· To ensure adequate processes are in place at each site for the receipt and processing of income paid on site, ensuring appropriate records are retained
· Responsible for ensuring that all accounts are correctly processed and sent out in a timely manner
· To cash up all monies raised on the premises for later collection security company
· Maintain accurate ledgers and manage the reconciliation and banking of monies

Line Management Responsibilities

· Undertake line management of staff working within the services in Eileen Tozer and Woodham Centres.
· Undertake regular 1-2-1 meetings and annual appraisals, sickness absence reviews etc. 
· Coordinate the requirement for bank/agency staff as required 
· Manage staff in accordance with all RBC Corporate Policies
· Monitor training needs for all staff and provide access to required training
· To undertake performance management process as necessary, following corporate policy

Food Production

· To ensure meal provision is coordinated within budgets set
· To ensure stocktaking is carried out at the appropriate times
· To ensure food is produced in the correct quantity & to relevant standard
· To ensure that cleaning and maintenance schedules for the kitchen and equipment used are adhered to and are recorded
· To ensure that the food delivery model for the Addlestone service is safe and compliant with required food hygiene standard at all times



	Other Duties

· To be conversant with current First aid practices & maintain an up to date First Aid certificate.
· To coordinate centre holidays, trips and excursions, which may include some overnight stays
· To administer and coordinate day centre lettings
· Be prepared to assist in the management of another Social Centre
· To act as a keyholder in an emergency
· To act as a Rest Centre Manager at any centre in Runnymede in the event of a Civil Emergency
· Represent Runnymede in external meetings with key partners, including SCC, CCG’s and other Boroughs





	General
The above is a record of the main duties and responsibilities of this post at a given date. The job may naturally change to meet the requirements of the service. If the changes are more significant your manager will discuss this with you.


[bookmark: _Hlk185260288]Person Specification
Please indicate whether the criteria are assessed against the application form, interview or assessment by using the letter indicated in the columns to the right.

	
	
Method of Assessment

	
	Essential (E) or Desirable (D)
	Application Form (AF)
	Interview (I)/ Assessment (A)

	Knowledge

Ability to undertake administrative tasks and have a good IT skills
Knowledge of the issues faced by older people in continuing to live independently in their own homes
Experience of identifying and developing new services/business with a commercial outlook
Knowledge of the health and safety, staff training and other associated requirements in delivering day services to vulnerable people
Understanding of the community services available to residents of Runnymede and Surrey Heath Borough Councils
Experience of managing services within a day care or residential care environment
Social Care qualification (NVQ) or equivalent
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	Skills and Experience
	
	
	

	
	
	
	

	Management experience and ability to lead a team
Experience of budget management
Experience of operating a service within set budgets
Experience of providing remote management of a team of staff
Experience in undertaking staff supervision, appraisals and other staff management functions
Experience of undertaking formal and informal risk assessments
Experience of writing procedures and protocols
Experience of working within a day care, residential care environment or within the community
Able to use initiative
Managed or worked in an environment where food is prepared/served
Experience of working with volunteers
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	Training and Qualifications

	
	
	

	Educated to A-Level standard or equivalent 
Have a current first aid certificate
Have a current food hygiene certificate
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	Other Requirements

Have a Full drivers’ licence and access to own vehicle
Willing to work within a rest centre in a borough emergency 
Prepared to work additional hours as and when required, as well as occasional weekends in support of centre functions and activities
Attend/Manage a rest centre in the event of a civil emergency
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