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Recruitment of Operations Director 
St Luke’s Centre is spending over £2m refurbishing and remodelling our large community centre close to Old Street in central London, transforming it into a fantastic modern building that can further our charitable objectives as well as generate room sales income to help us do more in our community.  A new post has been created for the right person to take forward this exciting element to our business plan. 
We are looking for someone who knows about operating a multi-purpose building and has skills and experience in room sales and conference and events management.  We have created a building with over 17,000sqft of high quality and flexible space, much of it available to hire throughout the whole week to companies, locally based charities, public sector organisations, local service providers and of course residents. The building will also continue to be used as a space for the many community activities that take place daily, from table tennis club to Indian head massage, older persons dance classes to children’s art and crafts club.   
You will be responsible for making sure the building is properly used as a community asset, ensuring that the rooms are used effectively and efficiently, as well as meeting our charitable objectives.  There will also be the crucial role of being the key person dealing with the handover of the completed areas from the contractors, ensuring that the buildings operations and maintenance manuals supplied to us are complete, kept up to date, and the new building operations systems are implemented by your team. You will also be involved in the design and construction of the final phases of the new centre. 

You will be part of a small senior management team comprising the Chief Executive, the Director of Services and the Neighbourhood Director, and you will need to work closely with them, balancing their needs to use the centre to meet their objectives, with your own commercial objectives.  You will be responsible to generate sales revenues, developing a marketing strategy to rebuild an income stream that exceeded £80,000pa prior to the refurbishment.
To support you, you will be responsible for structuring and managing a small staff team (currently 2 receptionists who also provide office admin support, 2 caretakers, and occasional volunteers), and ensuring external contractors and partners (e.g. our catering provider) meet performance requirements.  One of your first roles will be to recruit a Facilities Manager to take on the day-to-day responsibilities for supervising the caretaking service and ensuring the building and its contents are working, safe, secure, accessible, and maintained in top condition to support St Luke’s Centre’s role as an income generating asset and welcoming community facility.
St Luke’s Centre and Trust is an historic charity supporting the lives of people living in south Islington and some surrounding areas.  We are a multi-purpose community charity delivering a wide range of services to people of all ages, backgrounds and abilities, and well connected into the work of other statutory and voluntary sector providers.  St Luke’s has a small and friendly staff team that is dedicated to improving our neighbourhood. 

This is a really exciting new post that needs someone who is equally excited about running a business and community asset and making a real difference in people’s lives.   Please read carefully through the attached job description and person specification, and submit your application form by Noon 19th October 2011
If you are shortlisted for interview you will be informed by Tuesday 1st November
Interviews will be held on Tuesday 8th November 2011.
Due to limited charitable resources we can only provide detailed feedback to those who are shortlisted

ST LUKE’S CENTRE AND TRUST
OPERATIONS DIRECTOR
JOB DESCRIPTION

Title:


Operations Director
Responsible to:
Chief Executive
Responsible for:
Reception Staff, Facilities Manager, Caretakers, Events and 


Conferencing Staff , Volunteers

Salary:


£39,000 - £42,000 depending on experience

Terms:


Full Time 37.5 hours pw
Place of Work:
St Luke’s Centre, 90 Central Street, London EC1V 8AJ


Other terms and benefits include:  Stakeholder Pension, Life Cover, 26 days holiday per year plus bank holidays, season ticket/bicycle loan.
Purpose
· To take overall responsibility for the operational management of St Luke’s Centre building and contents
· To ensure the building and contents are well-used and maintained efficiently and effectively in furtherance of the charitable objectives. 
· To build up and generate income streams from meeting room sales, office tenants, conferences and events etc 

Key Responsibilities

· To deliver and develop the annual business and marketing plans for the building resource, and support the Chief Executive and Board of Trustees in developing ongoing strategic plans.
· To build, develop and manage a buildings and facilities team, including direct line management of a Facilities Manager and other employees.
· To take responsibility for managing the performance and compliance of all service contractors (e.g. maintenance, cleaning) and external partners (e.g. catering)

· To lead in the sales and marketing of letting the building, conference space and meeting rooms etc and ensuring that a full hospitality service is provided to bookings where needed, whether using St Luke’s own staff and catering partner, or otherwise.

· To manage a departmental budget, deliver on the income targets, and account for all expenditure costs
· To deal with the hand over of the completed construction areas from the builders,  take ownership of the Operational and Maintenance Manuals, and managing the ongoing facilities service schedules set out within them. 

· To ensure the security, regular repairs, servicing schedules, and preventative maintenance of the premises systems are in place, maintain the asset register, and protect all assets against damage and theft. 
· To ensure that St Luke’s is compliant with statutory and regulatory requirements pertaining to the scope of the position, in particular licensing, planning, environmental, health and safety
· To ensure the health and safety of all users and staff in the Centre, and develop and implement internal systems of recording and reporting incidents, accidents, risk assessments etc 
· To make written and oral reports to other members of the executive team and Trustees as required. 

· To attend meetings and training as required
· To actively develop and comply with the Charity’s policies on – Diversity and Equal Opportunities, Fire, Health & Safety, safeguarding etc.
· To carry out any other duties within the scope, spirit or purpose of the job, the title of the post and it’s grading as requested by the Chief Executive.
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OPERATIONS DIRECTOR
PERSON SPECIFICATION

ESSENTIAL SKILLS & EXPERIENCE

· A background or substantial and demonstrable experience in managing one or more of the following: conference and meeting room spaces, events, premises, facilities and operational asset management

· Commercial skills in devising and implementing a marketing and business plan and generating new business revenues from room, event and conference sales, and working to targets
· Financial skills: devising and working to a budget, monitoring sales, reporting etc

· Experience of managing staff, volunteers and resources
· Experience of producing written reports on operational outcomes to various stakeholders
· Excellent written and verbal communications skills and the ability to communicate confidently, effectively  and professionally
· Experience and knowledge of health and safety and other relevant regulations pertaining to premises and facilities management

· IT Literate

· Willingness to work long hours occasionally

DESIRABLE SKILLS & EXPERIENCE 

· Experience of working in a charity or similar community setting
· Working at a similar senior management level where you have to deal with competing demands of different departmental heads

· Knowledge  and experience of Licensing Regulations (e.g. liquor, entertainment, health and safety), Planning obligations, or an experienced designated premises supervisor holding a personal licence

· Knowledge and experience of developing and implementing computerised room booking and management systems.

· Experience with Buildings Operational and Maintenance Manuals and working with building managers, caretakers, front of house staff, premises contractors and service and equipment suppliers



