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OVERVIEW

If you are looking for a stimulating, organisational role in a charity committed to ensuring all deaf people get the very best out of life, then this could be the job for you.
The first port of call for all visitors and callers to JDA, the successful candidate will have a warm, friendly personality, a helpful nature and a positive, “can do” attitude.

With excellent organisational, administrative, computer and people skills, you will take pride in doing 
a great job and happily be involved in whatever needs doing to keep the community centre running smoothly and looking its best.  
You will have the ability to stay calm and keep smiling whilst constantly managing changing priorities, lots of energy and enthusiasm, a resourceful nature and a proven ability to apply initiative and common sense to tasks, dealing with issues efficiently and with good humour. 
You will have excellent written and verbal English and be able to communicate effectively with deaf, hard of hearing and hearing people.  British Sign Language training will be provided.
Responsible for the production of JDATogether magazine, you will be able to create a high quality publication featuring JDA Deaf community news and presenting a positive, inclusive and professional image for JDA.
JDA employs a highly committed, supportive team of exceptional people who always go above and beyond.  The Community Centre Manager is at the heart of that team.  We now need someone who will thrive on the pressure and variety of the role and on doing all they can to support JDA’s service users, volunteers, staff and suppliers.
The successful applicant for this position will have the following attributes:

EXPERIENCE

Essential

· Minimum of three years’ experience in a senior office or similar role

· Experience of working within a charitable or voluntary organisation

· Experience of working independently in a hectic environment

· Experience of premises management or running a household
· Experience of organising events or group activities
EXPERIENCE

Not essential, but helpful

· Experience of working within the Deaf community

· Experience of working with older people or working/living with people with hearing loss

· Experience of managing community premises
· Track record of creating and implementing Health and Safety policies and procedures
· Experience of creating collaborative working relationships with tradespeople and suppliers and of negotiating and liaising effectively with them
· Experience of producing a community newsletter or publication

SKILLS AND ABILITIES

Essential

· Strong computer literacy skills including proficiency in Windows-based software packages including Word, Excel, page layout or design software, PowerPoint and database operation 

· Ability to demonstrate flair and creativity
· Ability to visualise a finished magazine at the design stage
· Ability to write compelling text

· Excellent written and verbal English
· Ability to communicate clearly and concisely

· Excellent telephone manner

· Ability to be patient and thorough
· High levels of accuracy and attention to detail

· Competence with numerical data

· Strong organisational skills
· Ability to take responsibility for a project and see it through from start to finish

· Ability to work to strict deadlines

· Resilience to manage multiple demands whilst maintaining an efficient work environment

Not essential, but helpful 
· British Sign Language – BSL Level 2 standard
· Knowledge and understanding of Jewish culture and community
· Proficiency in InDesign
PERSONAL STYLE AND BEHAVIOUR

· Diligent, responsible attitude

· Enthusiasm and sense of commitment

· Resourceful

· Forward thinking

· Loyalty

· Integrity
· High levels of energy

· Ability to use initiative and work independently 
· Positive outlook and willing to “muck in” on a wide variety of tasks

· Willingness to be a flexible, supportive member of the staff team
· Ability to stay calm under pressure

· Ability to relate to people with sensitivity and respect

· Confidentiality, tact and discretion at all times

· Ability to work occasional out of office hours as required

· Desire to learn and ability to accept instruction

· Desire to make a difference working for a small, high-impact charity
PERSON SPECIFICATION





COMMUNITY CENTRE MANAGER








PAGE  
3

