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JOB DESCRIPTION

Post:					Ebbw Vale Institute (EVI) Centre Manager
Salary:				Starting Salary £37,000 pa. Scale D4.
Annual increments apply rising up to £43,000
Hours and Location:		35 hours per week at Ebbw Vale Institute
Holiday Entitlement:		25 days plus public holidays (after 2 years rising to 27 days 						and on completion of 5 years to 30 days)
[bookmark: _Int_7EVVOnVe]Length of Contract:	Permanent Position – Subject to funding
Responsible to:			Deputy Chief Executive
Benefits:				Pension scheme – up to 6% employer contribution
Paid Sick Leave
Cycle to work Scheme
Employee Assistance Program
Monthly I.T. contribution
Yearly meeting allowance
Probationary Period:		6 months
ProMo Cymru Vision:	Creative Change for Social Good
EVI Mission:	To work with local communities and beyond to create a centre of excellence to be proud of in which people can participate in, learn, create and be entertained; in keeping with the original ethos of the Ebbw Vale Institute.

EVI – Ebbw Vale Institute is a building full of story and culture. Founded in 1849 to promote cultural exchange in the neighbourhood, it was vacant for several years before undergoing extensive refurbishment. It is now a vibrant community and cultural centre for Blaenau Gwent and surrounding areas.

EVI is home to a variety of organisations including Communities for Work Plus, Blaenau Gwent Youth Services, Gwent N-Gage, Cyfannol Women’s Aid and ACT Training (based in our second building, 44 Church Street).

The regeneration of the building has been developed by ProMo Cymru with support from Blaenau Gwent County Borough Council and the local community. Funding provided by the Big Lottery Community Asset Transfer Scheme has enabled EVI to keep its doors open as a community and cultural centre.


EVI Centre Manager
About the Role:
We are seeking a passionate and dynamic individual to lead our vibrant EVI Centre. As our Centre Manager, you will play a pivotal role in shaping the future of our community. You will oversee the day-to-day operations of the centre, ensuring a welcoming and inclusive environment for all.
Key Responsibilities:
Strategic Leadership:
· Develop and implement strategic plans to achieve the Centre's goals and objectives.
· Work within the values of ProMo Cymru.
Community Engagement:
· Build and maintain strong relationships with local partners, tenants, and stakeholders.
· Create and deliver engaging programs and events that cater to diverse interests and needs.
· Be sensitive to local community needs and existing services, assisting in the full development of the Centre.
Commercial and Marketing:
· Work with the EVI team to develop the commercial and marketing strategy for the centre.
· Promote a positive personal and professional profile within the Blaenau Gwent community. 


Financial Management:
· Oversee the Centre's budget, ensuring financial sustainability and accountability.
· Maximize revenue opportunities and control expenditure within budget limits.
· Identify, apply, and achieve new funding opportunities in conjunction with Promo Cymru's Senior Development Manager.
· Liaise with the Finance Manager to produce reports and ensure compliance with operational and business plans.
Operational Management:
· Lead and motivate a dedicated team, fostering a positive and productive work environment.
· Adhere to all company policies and procedures within defined timescales.
· Support the EVI Community Pantry constituted group to further develop the service and secure funding.
Health and Safety:
· Ensure adherence to the Health & Safety Policy and Fire Safety Policy for EVI and 44 Church Street.
· Maintain the Centre's facilities to ensure they are safe, clean, and welcoming for all. 
Required Skills and Experience:
· Proven experience in community development, project management, and team leadership.
· Strong interpersonal and communication skills.
· Excellent organisational and time management skills.
· Financial acumen and experience in budget management.
· Passion for community engagement and cultural initiatives.
· Ability to work independently and as part of a team.


















PERSON SPECIFICATION AND EXPERIENCE: 

	Requirement
	Essential
	Desirable
	How Identified/
Assessed

	Education/
Qualifications:
	Recognised qualification in relevant subject (business development or project management) or 3 years equivalent experience

	

	Application form

	Experience:
	A proven track record in managing and delivering similar initiatives.

Demonstrable experience of developing successful funding bids and securing new business

Demonstrable experience of collaborating effectively with colleagues and external partners to develop and respond to funding opportunities

Experience of engaging and influencing a wide range of stakeholders such as partners, commissioners, decision-makers, funders

Experience of Business Development and/or Project Management

Knowledge of Health and Safety issues and practice, including Access and Disability.

A track record of developing services

Experience of working in voluntary sector and partnership working

Experience of staff and team management, being able to lead, motivate and manage.


	
	Application form & interview





	Skills/Knowledge:
	Able to use a variety of media – computer literate

Excellent customer service skills

Excellent time-management, organisational, planning and multi-tasking skills  

Confident and able to work on own initiative as well as part of a team

Understanding of financial budgeting and costing

Able to work flexible hours as Centre requires

	Knowledge of statutory/voluntary sector in Wales


	Application form & interview








	Personal Attributes:
	Excellent verbal and written communication & interpersonal skills

Enthusiastic

Independent worker

Fast learner 

Excellent time-management 

Flexible and adaptable

Passionate about improving the lives communities in Wales

	

	Interview





	Other requirements:
	DBS check


	Fluent Welsh speaker 

Driving licence with own transport.



	Application form & interview








This job description may be subject to review and changed to include such duties and responsibilities as are determined in consultation with the post holder.  It is not intended to be rigid or inflexible but should be regarded as providing a framework within which the individual works.
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