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Brookfield Youth and Community Centre 
Community Centre Team Leader
Job Specification
The purpose of this role is to assist the Community Centre Manager to oversee the day to day running and continuous development of Brookfield Youth and Community Centre. 
The Community Centre Team Leader will play a vital role in the maintenance and operation of the centre, supervision of staff as well as assisting the manager in the coordination and delivery of programmes and services for the Brookfield Facility. 
The Community Centre Team Leader will report directly to the Community Centre Manager. 
The Community Centre Team Leader, supported by the Manager, will have responsibility to ensure Brookfield Youth & Community Centre continues to provide a welcoming and inclusive focal point for the local community. This is achieved through the promotion of community participation and engagement in educational, recreational and community activities, whilst maximising the use of the space within the Centre.
This is an exciting opportunity for a dynamic individual who wishes to further their career in Community Development and Facilities Management.
Role & Responsibilities
· To lead and support all Community Centre Staff to carry out their duties in a positive and effective manner in line with centre policies and procedures

· To support the Community Centre Manager in the execution of their duties and to assume primary responsibility for the operation of the centre in their absence

· To develop working rosters for staff to ensure adequate staffing of the facility at all times
· Identifying, providing and delivering a high standard of order, cleanliness, general repair and maintenance of the centre

· To assist in the development, delivery and implementation of policies and procedures.

· To communicate effectively with and provide support to all users of the Community Centre

· Ensuring that the highest standards of health and safety are maintained including proactively ensuring the safety and security of the premises, at all times. 

· To provide outreach and actively engage with members of the local Community to promote the development and sustainability of the centre through increased footfall, supporting the provision of community activities and building the involvement of those from the local area.

·  To attend, participate in and keep accurate records of relevant meetings as directed by the Community Centre Manager. 
· Maintaining accurate financial and administrative records of centre usage and producing reports as requested by the manager.
· To assist the manager in the development of working relationships with stake holders and local community groups to ensure that there is a suitable, constructive, productive, safe and healthy environment for everyone using the Community Centre.

· Performing such other duties related to the post as assigned from time to time by the Community Centre Manager/Board of Directors.
 
The successful candidate should possess the following:
· Experience of leading a team/ people management

· Strong IT skills including use of Microsoft Office & Social Media tools   

· Excellent verbal and written communication skills, including a friendly and welcoming manner.
· An understanding of finance administration
· Ability to demonstrate leadership and show initiative 
· Excellent administrative skills
· The ability to resolve challenging situations in a positive, effective and timely manner.
· An understanding of Community Development and the local area
· Be eligible to work in Ireland.

Working Conditions:
	Grade:
Location:
	Community Centre Team Leader
Brookfield Youth & Community Centre, Tallaght, Dublin 24


	Salary:
	€30,000 – € 34,000 per annum 


	Probation:
	The probationary period will be six months.


	Annual Leave:

Working hours:                                                                                  


	Twenty-three days per annum 

35 hours per week



This role is based on a 5–7 day contract, 35 hours per week, on a shift basis, to include evenings and weekends.
To apply, please complete the application form and return to slambert@brookfieldycc.ie no later than 5pm on Friday May 3rd. Interviews will take place on May 9th & 10th. 
