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Operations and Facilities Coordinator

Hours: 26 hours per week
Salary: £27,339 pro rata
Accountable to: CEO
Job Summary
The Operations and Facilities Coordinator provides organised, proactive and community-focused support to oversee the smooth day-to-day operation of the Hub's premises, systems, bookings and community transport service.
This role is central to ensuring the Hub operates efficiently, providing a welcoming, safe and well-managed environment for community groups, visitors, volunteers, hirers and service users. The post holder will coordinate room bookings and lettings, manage front-of-house operations, support community transport logistics, maintain administrative systems and provide operational support across the organisation.
Working closely with the CEO, staff team, volunteers and external contractors, the Operations and Facilities Coordinator will play a key role in protecting the capacity of the wider team by taking ownership of operational delivery and ensuring effective systems are in place. 
Key Responsibilities
Operations and Administration
· Coordinate the day-to-day running of the Community Centre.
· Manage administrative systems and processes to ensure efficient service delivery.
· Act as the primary contact for general enquiries by telephone, email and in person.
· Maintain accurate records, databases, filing systems and operational documentation.
· Support financial administration including banking and accurate room booking records.
· Produce reports and information as required by the CEO.
· Support organisational compliance with policies and procedures.
Facilities Management
· Coordinate room bookings, lettings and facility usage across the Community Centre.
· Ensure rooms and communal areas are prepared, safe and welcoming for users.
· Conduct regular building checks and report or respond to maintenance issues.
· Liaise with contractors, suppliers and service providers including cleaning, waste management and maintenance services.
· Support the CEO with health and safety compliance, building inspections and statutory requirements.
· Monitor stock levels and arrange the purchase of office and cleaning supplies.
Community Transport Coordination
· Coordinate the day-to-day operation of the community transport service.
· Manage transport bookings and maintain accurate schedules.
· Liaise with volunteer drivers and service users to arrange journeys.
· Ensure transport records are maintained in accordance with organisational procedures.
· Support the recruitment, induction and coordination of volunteer drivers alongside relevant colleagues.
· Monitor transport demand and identify opportunities to improve efficiency and accessibility.
· Provide the CEO with accurate data to enable quarterly financial claims to North Yorkshire Council
Front of House and Customer Service
· Ensure all visitors, hirers, volunteers and community members receive a professional and welcoming service.
· Respond promptly and effectively to enquiries and booking requests.
· Act as the first point of contact for building users and external stakeholders.
· Support room hirers and event organisers before, during and after bookings.
· Maintain reception, information displays, signage and noticeboards.
Team and Organisational Support
· Work collaboratively with colleagues to provide flexible support across the organisation.
· Assist with operational requirements during events, community activities and periods of increased demand.
· Provide cover for essential functions during staff absences where appropriate.
· Support volunteers working within operational and reception functions.
· Contribute to continuous service improvement and organisational effectiveness.
Organisational Responsibilities
· Contribute to the sustainability and long-term development of Chain Lane Community Hub.
· Promote the values, vision and aims of the organisation.
· Adhere to all organisational policies and procedures.
· Maintain confidentiality and comply with data protection requirements.
· Support safeguarding responsibilities and promote the wellbeing of service users.
· Champion equality, diversity and inclusion in all aspects of work.
· Adopt environmentally responsible and sustainable working practices.
· Attend supervision, team meetings, training and appraisal sessions.
· Act as an ambassador for the Hub within the local community.
Person Specification
Experience
Essential
· Experience in an administrative, operational or facilities coordination role.
· Experience managing bookings, enquiries or scheduling systems.
· Experience working in a customer-facing environment.
· Experience coordinating multiple tasks and priorities simultaneously.
Desirable
· Experience within the charity, community, voluntary or public sector.
· Experience coordinating community transport services or volunteer-led services.
· Experience supporting building management or facilities operations.
· Experience of financial administration including invoicing and banking processes.
Skills and Abilities
Essential
· Excellent organisational and time-management skills.
· Strong verbal and written communication skills.
· Ability to develop and maintain efficient administrative systems.
· Ability to prioritise competing demands and work under pressure.
· Strong customer service skills.
· Good IT skills including Microsoft Office applications.
· Ability to work independently and collaboratively within a small team.
· Ability to identify operational issues and implement practical solutions.
Desirable
· Experience using booking or customer relationship management systems.
· Ability to support basic reporting and data analysis.
Knowledge
Essential
· Understanding of health and safety responsibilities within a public building.
· Understanding of confidentiality, GDPR and data protection requirements.
· Awareness of safeguarding principles.
· Knowledge of effective customer service practices.
Desirable
· Knowledge of community transport operations.
· Understanding of voluntary and community sector services.
· Knowledge of local community needs and services.
Personal Attributes
Essential
· Friendly, approachable and professional manner.
· Reliable and highly organised.
· Flexible and adaptable approach to work.
· Commitment to teamwork and shared responsibility.
· Commitment to equality, diversity and inclusion.
· Ability to build positive relationships with volunteers, users, colleagues and partners.
· Willingness to occasionally work evenings or weekends to support organisational activities.
Desirable
· Enthusiasm for community development and supporting local people.
· Interest in improving operational systems and processes.
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