Business and Quality Manager Salary £27000 (pro-rata £19285) Starting 1st September 2021
Brent Mencap (a dynamic local charity) operates in a recently renovated Victorian Building with a fantastic garden In Willesden. We host several other local charities, rent out rooms for community events and have activities here for local people with a learning disability and other disabilities. We have a growing staff team of project workers, health educators and social prescribing link workers based on GP practices and a new building-based health advocacy and activities project starting soon. 
For this new role we are looking for an experienced, organised and imaginative Business and Quality  Manager to oversee our building, maximise our marketing and publicity, be responsible for  our data and policy  management, provide excellent customer service, support senior staff, trustees and  be a key part of taking Brent Mencap forward  It will involve a mix of regular tasks and more strategic/project related work.  We are looking for someone with 
· Great admin skills and data base experience 
· Loads of initiative and used to a pressurised environment 
· Previous experience in an office/building management role
· Experience of solving problems in real-time and improving processes.
· A confident and approachable personality
· Ability to work to deadlines, manage a busy workload and prioritise tasks
We expect the successful person to work the 25 hours on 4/ 5 days a week,  between 9.30-4.30 with occasional late afternoon or evenings required. This role must be primarily building based with limited scope for working from home. 
Building Management tasks include
1. Testing fire alarms, checking fire protection, weekly building and garden checks  organising repairs, welcoming contractors, receiving deliveries, asbestos and water management and keeping accurate and up to date records
2. Issuing keys/fobs to tenants, building inductions for staff/volunteers, updating Signing-in sheets and ensuring all users are using the building safely 
3. Deal with all aspects of room office/ hire from enquiries, showing rooms, taking bookings, issuing licenses/ agreements organising caretaker and checking afterwards
4. Ensuring the smooth and efficient operation of our building and external activities to ensure compliance with all regulations for buildings, fire, health & safety and maintaining records.
5. Leading any capital works whilst limiting the impact on the running of the building.
6. Managing the Cleaner to ensure the premises are kept clean and tidy at all times.
7. Ensuring all staff, building tenants and external contractors comply with health & safety legislation.
8. Undertake and update risk assessments annually
9. Liase with our Health and safety consultants and organise Health and Safety training for our staff.
Marketing and Publicity tasks include 
10. Develop links with local businesses and partners to promote our building, events and its services 
11. Prepare and distribute an accessible 4 monthly Newsletter by post, electronically and in reception 
12. Develop and implement a social media strategy, get content from staff and update social media content regularly
13. Producing and copying accessible publicity material, ensuring Posters, magazines & flyers in reception , windows and for events are up to date
14.  Sending information about groups etc to new enquirers
Data Management tasks include 
15. Responsibility for our Databases – record attendance , add new clients and projects, produce quarterly reports on activity outputs, outcomes and diversity in different formats
16. Process new members, adding to database sending membership card & letter, filing form
17. Produce project and outcome reports  as required for funders, bids and other reports
18. Collect and collate qualitative data from project and building users through case studies, evaluation forms and occasional focus  groups
Customer service tasks include 
19. Welcoming visitors, answering phone & buzzer, and ensure people access the right service or information , signposting them correctly
20. Support Bonanza Club and other activity group members –  register new members, record  and monitor payments and attendances, send out new schedules, preparing attendance lists 
21. Taking cash payments from clients using Receipt book
22. Assist at external stalls or events 
23. Assist with  out of hours social events and provide occasional cover for regular social groups
24. Order food, refreshments for events, cleaning supplies etc
HR and staff/volunteer management  and trustee support
25. Staff meetings – taking action notes, typing up and circulating, checking actions completed  
26. Assisting with recruitment, interview scheduling, reference requests, staff induction, DBS checks Organise training for staff  
27. Develop volunteer role descriptions, recruit and support potential volunteers for tasks or activities, completing volunteer paperwork and induction. Recording all volunteer hours on Charity Log. 
28. Maintaining paper based and online HR folders and Staff database – adding new staff, finish dates, training certificates, updating  staff and volunteer Emergency Contacts folder
29. Respond to Administrator emails – including from web contact form
30. Develop or update policies and procedures, update policy matrix, distribute and ensure compliance, Ensure our policies and  records are ready for future  Quality accreditation 
Finance  Tasks
31. Raise purchase orders for signature by CEO
32. Enter payments received on receipts register
33. Complete petty cash vouchers and on PC spreadsheet
34. Ensure photocopier has adequate supplies and support staff with queries
35. Check stationery and cleaning materials and order 
36. Assist with funding bids by getting quotations and prices from contractors or suppliers
Other tasks in line with the overall job or as required by senior management 
For more information please look at www.brentmencap.org.uk 


Business and Quality  Manager Person Specification 
	SKILL & EXPERIENCE
	
	Essential
	Desirable 
	Tested on application form
	Practical test
	Interview

	1
	Substantial recent experience of managing premises, office administration and communication systems and dealing with suppliers. 
	
√
	
	
√
	
√
	
√

	2
	Experience of providing administration support to senior management in a busy environment
	
√
	
	
V
	
	

	3
	Experience of researching, procuring and maintaining office and other premises related equipment or services and managing contractors on site .
	
√
	
	
√
	
	
√

	4
	Experience of  recruitment, supervision and performance management of workers 
	

	√
	
√
	
	√

	5
	Experience of managing a building safely ensuring all health and safety related checks are programmed and completed 
	√
	
	√
	√
	

	6
	Experience of setting up and managing training and other social events
	√
	
	
	
√
	√

	7
	Experience of developing or reviewing organisational policies
	
√
	
	√
	
	
√

	8
	Experience of using  and managing a database such as Charity Log
	√
	
	
	
	√

	9
	Experience of producing  quantitative and qualitative monitoring reports
	√
	
	√
	
	

	10
	Experience of developing and maintaining electronic record keeping and information storage systems.
	
√
	
	√
	
	√

	11
	Experience of assessing and re-organising  organisational systems
	√
	
	√
	
	√

	12
	Experience of staff record keeping 
	
	√
	√
	
	

	13
	Experience of managing self and others to deliver quality services. to tight timescales  
	√
	
	√
	√
	√

	14
	Excellent oral and written communication skills in English. . Able to develop marketing materials in a range of formats including accessible information 
	√
	
	√
	√
	

	15
	Experience of working in a diverse urban community such as Brent
	
	√
	√
	
	

	16
	Experience of working in a busy, growing organisation in a community setting 
	
	√
	√
	√
	

	KNOWLEDGE and abilities
	
	
	
	
	
	

	
	Knowledge of the voluntary/charity sector, the challenges facing it and the passion to be part of it. 
	√
	
	
	√
	

	
	Highly computer literate in all Microsoft Office programmes. 
Able to use PowerPoint, Publisher or equivalent packages 

	
√
	
	
√
	
√
	

	17
	Awareness of safeguarding adults and children and young people policies and current issues
	√
	
	√
	
	√

	18
	Knowledge of  quality assurance frameworks such as Quality for Healthor Advice Services Quality Mark 
	√
	

	
√
	
	

	19
	Knowledge of current Human Resource and employment issues  and legislation
	
	√
	√
	
	√

	20
	Knowledge of GDPR  legislation
	√
	
	√
	
	

	21
	Knowledge of Enhanced Criminal Record bureau checks regulations.
	
	√
	√
	
	

	22
	Ability to write clear concise minutes, collate a variety of data and produce a range of reports
	√
	
	√
	√
	√

	22
	Ability to compile reports, newsletters and leaflets 
Able to write documents in easy to understand formats
	√
	
	√
	√
	

	23
	 Detailed Knowledge of health and safety legislation
	√
	
	√
	√
	√

	QUALITIES
	
	
	
	
	
	

	24
	Flexible.  Able to adapt to changing work priorities at short notice, take on the ideas of others, adapt own way of working 
	√
	
	√
	√
	√

	25
	Systematic.  Enjoys administrative work and making systems work for others.  A problem solver
	√
	
	√
	
	

	26
	Positive, service-oriented and helpful inter-personal communication Neat and organised with high attention to detail
	√
	
	√
	
	

	27
	Good at multi-tasking – enjoys doing several different tasks at once
	√
	
	√
	√
	

	28
	Experienced self-confident person.  Unflappable. Welcomes challenges and the opportunity to learn 
	√
	
	
	√
	

	29
	Interested in and committed to the aims of Brent Mencap and the people support 
	√
	
	√
	
	√

	30
	Customer focussed with good social skills 
	√
	
	
	
	

	31
	Able to work in a first floor office reached by 2 flights of steps
	√
	
	
	
	



Closing date Midday 21st July for completed Application forms.  We do not accept CVs. Please give examples of how you have performed similar tasks or gained the relevant knowledge or skills  to meet this specification on the application form
Interviews will be held on only on Tuesday 3rd August in Willesden . (or a.m. on 4th if too many) 
