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ABOUT US

The JDA vision is of a world where there are no barriers to communication and understanding between deaf and hearing people; a world with respect, inclusion and equality for deaf people.  

JDA is an independent charity.  To ensure deaf people can get the very best out of life, it provides a range of social, cultural, educational, information and support services for people of all ages, all faiths and all methods of communication - from babies to older people, their families, care-givers and professionals who work with them.

JDA is in North Finchley, London, and services are offered to people throughout the UK.

JDA reflects Jewish values and welcomes all.

JOB PURPOSE

To be responsible for:

· the smooth running of the community centre
· the production of the JDA magazine, mainly featuring news relating to the JDA Deaf community
· generally supporting all departments to facilitate the running of their services.
This is a challenging and highly rewarding position, the success of which requires a deep understanding of JDA’s client groups, services and ethos.

The Community Centre Manager is an integral part of our vibrant organisation and the first port of contact for all visitors and telephone calls to JDA.  A linchpin between the charity’s various departments, the Community Centre Manager is at the heart of JDA’s services for Deaf, Deafblind, deafened and hard of hearing people, liaising with everyone in the organisation including trustees, service users, staff, volunteers, tradespeople and suppliers.  
ACCOUNTABILITY

The Community Centre Manager reports to the Chief Executive.
THE ROLE OF THE COMMUNITY CENTRE MANAGER

The role includes any or all of the following varied tasks at different times, according to changing priorities.
1   
ADMINISTRATION
a) Administration, organisation and assistance with all aspects of the effective running of the JDA,
its community centre and services - including premises management; health and safety; petty cash; general office duties; catering and hospitality; event organisation; updating the JDA website
b) Welcoming visitors to JDA and dealing with telephone, email and face-to-face enquiries promptly and in a warm, helpful manner
c) Creating and maintaining administrative systems to keep JDA, its community centre and its services well organised and staff well informed of everything going on in the organisation
d) Designing, creating and disseminating regular publicity materials for service users

e) Planning, scheduling and organising events including parties, fun days, exhibitions, open days, training courses, birthday and religious festival celebrations and funerals

f) Helping colleagues with all aspects of the events they organise – including arranging transport, catering, hospitality, venue hire, equipment, technology, decorations, entertainers, guest speakers, communication support, photography, payments, security, marketing and promotion
g) Liaising with individuals and organisations regarding JDA hall hire contracts and arrangements
h) Supporting staff, service users and volunteers as needed
i) Resolving specific issues as they arise 
j) Any other duties as may reasonably be required within the scope of the post
2
PREMISES MANAGEMENT
a) Ensuring that the community centre is well presented, has the appropriate supplies, is kept tidy and set up as needed at all times
b) Ensuring that premises, equipment and operating systems are in good repair, safe and without risk
c) Ensuring that the community centre is a healthy, safe and welcoming environment for visitors, service users, suppliers, staff and volunteers at all times
d) Ensuring that all fixed equipment is maintained and works effectively – including lifts, fire and intruder alarms, air conditioning, doorbell, entryphone and CCTV cameras
e) Ensuring that all equipment is maintained and works effectively – including computers, printers, telephones, photocopier, projector, franking and fax machines
f) Responsibility for the smooth running of technical (IT), domestic, hygiene, cleaning, caretaking and security arrangements including managing and supporting the work of related staff and suppliers
g) Ensuring that posters, collages, adverts, leaflets and photos on display in the community centre are current and vibrant, presenting an upbeat, dynamic image for the organisation at all times
3
HEALTH AND SAFETY
The administration and implementation of Health and Safety throughout the community centre including the maintenance of policies and regular risk assessments
4
JDA MAGAZINE – currently three times a year
Responsibility for the planning, creation, content, layout, editing, proofreading, final presentation, printing and distribution of the JDA magazine – a high quality, accessible Deaf-friendly publication

This job requires high levels of accuracy, meticulous attention to detail at all times and evenly spreading the workload to meet regular print deadlines.  Duties include:
a) Planning and constantly reviewing the layout, design and content of the entire magazine
b) Liaising with all departments to compile and create an engaging and attractive programme
c) Writing up details of future events

d) Collecting and editing reports from participants on past events and JDA/Community news

e) Writing compelling articles in plain English about JDA Community news
f) Researching and compiling information, materials and photographs

g) Working out design, in-keeping with JDA branding and an agreed house style
h) Proofreading the entire publication and its enclosures 
i) Liaising with professionals to bring the layout, design and printing to fruition
j) Organising the distribution of the magazine
5
WEBSITE
a) Ensuring the JDA website is regularly maintained and updated with full information relating to the calendar of forthcoming events, photo gallery and all areas of work covered by this role
b) Proactively ensuring the website is updated by all departments so it always presents a positive, dynamic image for the organisation
6  
FUNDRAISING ADMINISTRATION AND EVENTS
a) Assisting during busy times with processing and acknowledging donations from supporters
b) Supporting the team with event organisation and administration, when needed
7
DATABASE MANAGEMENT
Becoming highly proficient in the use of the organisation’s database software (with training) and ensuring it is used for maximum impact, including:

a) Maintaining records and capturing data

b) Working with colleagues on the ongoing development and review of administrative processes
c) Extracting data and creating reports
d) Database housekeeping 
e) Ensuring data retained conforms with current data protection legislation

8
GENERAL
The Community Centre Manager will be expected to:

a) Have the skills required to communicate effectively with D/deaf and hard of hearing people.
b) Develop an in-depth understanding of the organisation’s client groups, services and ethos.

c) Work with consideration as part of a team of D/deaf and hearing colleagues.

d) Attend and participate positively in team meetings and contribute to the development of 


services within the Jewish Deaf Association.
e) Ensure the observation of the organisation’s policies and practices, including those relating to 

confidentiality, equal opportunity and discipline.

f) Become proficient in the operation of the organisation’s database and website.

g) Work independently with minimum supervision.

h) Work flexible and occasional out of office hours.

This job description is subject to alteration in response to changes in legislation or the Jewish Deaf Association’s operational procedures.        
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