Job Description

	Job Title:
	Hub Partnership Lead

	Reporting To:
	Operations Manager

	Location:
	40 Bell Street, Wigston

	Hours:
	37 hours per week or Job share



Job Purpose
To lead the development and delivery of a multi-agency community hub that provides accessible, high-quality support to individuals experiencing poverty and related challenges.
The role combines frontline service delivery, partnership management, community development, and premises management, ensuring the hub operates as a safe, inclusive and effective space that addresses local needs and reduces reliance on crisis support.
Key Responsibilities
1. Community Hub Service Delivery
Provide accessible, person-centred support to individuals, including information, advice and guidance.
2. Multi-Agency Partnership Management
Develop and coordinate partnerships to deliver integrated services within the hub.
3. Community Development & Local Organising
Support community engagement and initiatives that address local drivers of poverty.
4. Safeguarding & Complex Case Support
Respond appropriately to vulnerable individuals and contribute to multi-agency casework.
5. Volunteer Leadership & Development
Recruit, manage and develop volunteers supporting hub delivery.
6. Premises & Facilities Management
Ensure the hub environment is safe, secure, well-maintained and fully operational.
7. Health, Safety & Compliance
Maintain compliance with safeguarding, GDPR, and health & safety requirements.
8. Operational & Administrative Management
Ensure effective day-to-day running of the hub, including records, systems and coordination.



Key Tasks
Community Hub Service Delivery
· Create a welcoming, inclusive environment that reduces barriers to access 
· Provide face-to-face information, advice and guidance (IAG) to hub users 
· Act as a first point of contact for individuals in crisis, responding with empathy and professionalism 
· Signpost and connect individuals to appropriate services and support
Multi-Agency Partnership Management
· Coordinate use of the hub space to maximise delivery of partner services 
· Build and maintain relationships with referral agencies and community organisations 
· Facilitate collaboration between agencies to improve outcomes for service users
· Support integration of services to respond to community needs
Community Development & Local Organising
· Support activities that empower residents and address financial, digital and social exclusion 
· Work with colleagues and volunteers to understand drivers of poverty through listening and engagement 
· Contribute to campaigns and initiatives aimed at reducing reliance on foodbanks 
· Establish the hub as a trusted and accessible community resource 
Safeguarding & Complex Case Support
· Manage sensitive cases in line with safeguarding policies
· Maintain accurate and confidential records in line with GDPR 
· Participate in multi-agency meetings (e.g. MDT/MARAC) where required 
· Support coordinated case planning for individuals with complex needs
Volunteer Leadership & Development
· Recruit, train and support a team of volunteers within the hub 
· Develop volunteer roles and build leadership capacity within the team
· Provide day-to-day supervision and support
· Promote an inclusive and supportive volunteer culture


Premises & Facilities Management
· Oversee day-to-day management of the hub premises
· Conduct regular inspections and ensure facilities are safe and fit for purpose 
· Coordinate maintenance, repairs, and contractor activity 
· Manage security, including opening/closing procedures
· Ensure cleanliness and appropriate upkeep of the site
Health, Safety & Compliance
· Conduct risk assessments and ensure compliance with safety regulations 
· Ensure safeguarding procedures are understood and implemented
· Maintain compliance with organisational policies and procedures
· Promote a safe environment for staff, volunteers and visitors
Operational & Administrative Management
· Maintain accurate records and reporting systems
· Manage bookings, scheduling and use of space
· Support delivery of events and community activities 
· Assist colleagues across other locations where required
· Undertake general administrative duties
General Duties
· Attend relevant training and development
· Drive foodbank vehicles where required
· Undertake additional duties in line with the evolving nature of the role


Person Specification
	Qualifications

	Essential

	· GCSE (or equivalent) in English and Maths

	
	Desirable

	· Qualification in community development, social care, advice work, or a related field
· Safeguarding training
· Health & Safety qualification

	Skills

	Essential

	· Strong interpersonal and communication skills, particularly with vulnerable individuals 
· Ability to provide information, advice and guidance (IAG) 
· Partnership and stakeholder management skills 
· Ability to manage multiple priorities in a dynamic environment 
· Problem-solving and decision-making capability 
· Good IT skills and experience maintaining accurate records 
· Ability to facilitate collaboration across services

	
	Desirable

	· Experience working in a multi-agency environment 
· Experience with case management or support planning 
· Experience managing facilities or premises 
· Knowledge of local services and support networks

	Personal Attributes
	Essential
	· Empathetic, non-judgemental and professional approach 
· Strong commitment to supporting individuals experiencing poverty or crisis 
· Proactive and adaptable mindset 
· Confidence in handling sensitive or complex situations 
· Ability to build trust with individuals and partners 
· Commitment to equality, diversity and inclusion 
· Alignment with organisational values and mission







Key Competencies
· Community Engagement & Service Delivery: Providing accessible, person-centred support 
· Partnership Working: Building and coordinating effective multi-agency relationships 
· Safeguarding & Risk Awareness: Managing sensitive situations safely and appropriately 
· Leadership & Volunteer Development: Engaging and developing volunteers 
· Operational Coordination: Managing a complex, multi-use community space 
· Communication & Influence: Building trust with diverse stakeholders 
· Adaptability & Resilience: Responding effectively to changing needs and demands

