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Job Description
	1. POST DETAILS

	Service Area:
	Community Services

	Division:
	Social Centres

	Post Number:
	E0950

	Working Hours:
	37

	Grade:
	

	Work Base:
	Windle Valley Day Centre, Bagshot, Surrey Heath

	Agile/fixed/mobile:
	Fixed

	Prepared/Agreed by:
	Hayley Andrews, Operations Manager / Dom Prendergast, Deputy Head of Community Services

	Date:
	July 2026



	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Operations Manager / Deputy Head of Community Services

	Deputising Responsibility:
	None

	Directly Supervises:
	Assistant Manager, x3 Activity & Wellbeing/ Support Assistants, x2 Kitchen Staff, Volunteers and Casual staff

	Indirectly Supervises:
	None



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

	     The safe operation and delivery of the Windle Valley Day Centre. 



	4. MAIN OBJECTIVES  

	· 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 Day Centres.
· Ensure appropriate staffing levels within the centre to maintain service continuity.
· Be flexible to working in other RBC Day Centres (across Runnymede and Surrey Heath Borough Councils Community Services Partnership), in order to maintain service continuity.



	5. MAIN DUTIES AND RESPONSILBITIES OF THE POST

	
Operational Management Responsibility
· To provide an information, advice & support service for older people utilising the centre.
· To manage and respond to queries, confidential issues or complaints with tact & diplomacy.
· To recruit, support & co-ordinate the work of local voluntary helpers.
· 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 implementation of the Fire Risk Assessment and security protocols.
· To be conversant with current First aid practices & maintain an up to date First Aid certificate.
· Take overall responsibility for the safeguarding of clients and staff, logging and reporting concerns.
· To liaise with other statutory organisations in matters concerning older people attending the Centre.
· Maintain accurate records relating to service users.
· To liaise with the transport section regarding the transport attached to the Centre.
· To ensure the Centre is always clean & tidy.
· To manage the Windle Valley Budget (Controllable income: -£54,400. Controllable expenditure: £46,700).
· To manage and account for spend on a corporate credit card to the value of £1,000. 
· To maintain the compliance and safety of kitchen equipment at Windle, risk assessing this equipment.
· To oversee the management of the kitchen stock to the value of £1,500

Line Management Responsibilities
· Undertake line management of centre staff.
· Undertake regular 1-2-1 meetings and annual appraisals, sickness absence reviews etc. 
· To book bank/agency staff as required to cover absences.
· Manage staff in accordance with all RBC/SHBC Corporate Policies.
· Monitor training needs for all staff.

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.

Administration
· Accountable for the security and safekeeping of the Day Centre Building, including all assets.
· Daily reconciliation and banking of council monies, including maintaining accurate ledgers.
· Accountability for social funds that include: raising, banking, reconciling, appropriate expenditure & reporting.
· To be responsible for the accurate maintenance of financial and health & safety records.
· Create and maintain accurate client records and support plans.
· To administer and coordinate lettings for Windle valley.
· On an ad hoc basis, be prepared to take responsibility for another Day Centre to cover unforeseen absence.
· Report any maintenance request via the appropriate process and provide feedback if required.
· To act as a keyholder in an emergency in addition to key holding/security company.
· To undertake centre holidays, trips and excursions, which may include some overnight stays.
· To act as a Rest Centre Manager at any centre in Runnymede/Surrey Heath in the event of a Civil Emergency.



	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.



The delivery of this job description should be read in conjunction with the council’s competency framework. 
















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
	
	
	

	Knowledge of safeguarding responsibilities relating to vulnerable adults
	E
	ü
	ü

	Working knowledge of GDPR and handling sensitive personal data
	E
	ü
	ü

	Understanding of health & safety legislation and risk assessment processes
	E
	ü
	ü

	Understanding of budget monitoring and financial controls
	E
	ü
	ü

	Understanding of person-centred approaches for older people and the challenges that older-people face.
	E
	
	ü

	Training and Qualifications
	
	
	

	GCSE Grade 4/C or above (or equivalent) in English and Maths
	E
	ü
	ü

	Management qualification (ILM Level 3 or equivalent)
	D
	ü
	

	First Aid at Work qualification
	D
	ü
	

	Health & Safety qualification (IOSH, NEBOSH or equivalent)
	D
	ü
	

	Skills and Experience
	
	
	

	Minimum 1 years' experience managing staff in a care, community, wellbeing or customer-focused setting.
	E
	ü
	ü

	Experience supervising teams of at least 3 staff and/or volunteers.
	E
	ü
	ü

	Experience conducting appraisals, 1-2-1 meetings and managing performance issues and sickness absence.
	E
	ü
	ü

	Experience managing rotas and maintaining service continuity during staff absence.
	D
	ü
	ü

	Experience working directly with older people, vulnerable adults or people requiring support services.
	D
	ü
	ü

	Experience managing a building or venue. 
	D
	ü
	ü

	Experience overseeing/managing a commercial kitchen and food service delivery.
	D
	ü
	ü

	Experience managing budgets and monitoring spend.
	D
	ü
	ü

	Experience managing volunteers.
	D
	ü
	ü

	Experience within a Day Centre environment.
	D
	ü
	ü

	Able to prioritise competing operational demands and make decisions under pressure.
	E
	ü
	ü

	Able to investigate and resolve service issues or complaints effectively.
	E
	ü
	ü

	Able to produce accurate records and reports with attention to detail.
	E
	ü
	ü

	Able to communicate effectively with service users, families, professionals and councillors.
	E
	ü
	ü

	Able to lead and motivate a diverse workforce to achieve service objectives.
	E
	ü
	ü

	Able to identify risks and take appropriate mitigating actions.
	E
	ü
	ü

	Competent user of Microsoft Office365 applications and electronic record systems.
	E
	ü
	ü

	Able to analyse service performance data and implement improvements.
	D
	ü
	ü

	Other Requirements
	
	
	

	Full UK driving licence and access to a vehicle
	E
	
	ü

	Willingness to work across multiple sites when required
	E
	
	ü

	Ability to participate in emergency response and Rest Centre arrangements
	E
	
	ü

	Availability to work occasional evenings and weekends
	E
	
	ü
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