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JOB DESCRIPTION

POSITION: 			Centre Facilitator

BASE: 				Robsack Centre
				
ACCOUNTABLE TO:	 Deputy CEO 

MAIN DUTIES: 
· To provide a range of customer care, housekeeping, administrative, financial and pastoral services to maximise the efficiency, development and smooth running of the Robsack Centre.

1.0 Tasks 
1.1 To be first point of call for enquiries; face to face, telephone, email and 	
Social media.

1.2 To ensure excellent customer service at all times, liaise with service users, partners, hirers, tenants, staff and volunteers.

1.3 To develop the hiring facilities of the centre including administration and support of all bookings.

1.4 To ensure the overall organisation and development of the Centre facilities.

1.5 To ensure room bookings are managed, to include setting up rooms and refreshments (where necessary).

1.6 To undertake all Health & Safety checks routinely to ensure compliance with Health & Safety requirements, reporting any issues.

1.7 To assist in developing promotional material of the centre, facilities and FSN projects

1.8 To support the review of policies to ensure compliance with relevant requirements
2.0	 Administration & Financial
 
2.1 	To support with the collation of data and information for FSN project monthly monitoring and funding reports.

2.2	To ensure accurate information on all FSN’s provision and delivery are kept on 	the CRM system.

2.3	To maintain good office practice - filing, archiving, document control.

2.4	Ensure that accurate accounts are kept, Including hire invoices, day–to-day petty cash transactions and service invoices.


3. Other Duties 

3.1 		To be aware of and work within and promote FSN’s policies at all times and report any issues of concern – in particular safeguarding, data protection and equality and diversity

3.2 	To attend supervision, training and meetings as and when required
3.3 	To carry out any other reasonable duties as requested by Management
This Job Description outlines the general ways in which it is expected you will meet the overall requirements of this post.
The list of tasks is not an exclusive one and duties may be varied from time to time.  This Job Description is subject to regular review.
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