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The Victoria League for Commonwealth Friendship


Job Description
Job Title:		General Manager 
Main purpose:	Promoting and developing the organisation’s work through building its profile and general management of the charity, as well as the Student House.
Based in:	Victoria League Student House, 55 Leinster Square, London W2 4PW, working five days a week.
Reporting to: 	The Chair and other Trustees.
Working with:	Property management and other service providers, Auditors, Local Authority, Overseas Leagues and other Commonwealth Organisations.
Responsible for:	Promoting and developing the charity’s work through building of key fundraising initiatives as well as supporting the House Manager and their team and the Membership and Administration Officer; 
Key Tasks:	1) Business development of the charity; 2) Property Maintenance including Health and Safety; 3) Financial, Administration and Governance aspects of the charity; 4) Overseeing the House Manager and other employees in operational management of the Student House.
Hours:	40 hours per week to include weekends and evenings, as required.
Leave:	22 days per annum plus bank and public holidays.
Salary range:	£50,000 – £60,000pa, based on experience.
Contract:	Permanent.
Pension:	Up to 3%pa matched contributions.
Health:	Non contributary cash-back health plan HSF.
Travel:	Travel throughout the UK, as appropriate.


MAIN DUTIES
1. Development of the organisation

Explore new marketing opportunities to promote the charity through:
a) Networking with key stakeholders.
b) Securing corporate support and grant making trust project grants.
c) Joint ventures with other organisations. 

Maintain support of current members through regular communications and issue of newsletters. Organise and attend events as necessary. 

Explore and initiate new opportunities to build membership through activities and events.

Directly supervise the Membership and Administration Officer in their work with the membership activities and newsletter.

Utilise and maintain website and social media presence in order to promote the charity.

Liaise with VL overseas branches/trusts in Australia, New Zealand and India and with other affiliates. 

Represent the charity at official events, meetings etc to raise the charity’s public profile.

Deliver the overall strategy as set by the Board of Trustees, to ensure a healthy future for the charity.

Grow the organisation through fundraising and corporate support to achieve future ambitious aims for the charity.

2. Property Management and Health and Safety

Ensure the House HMO registration with the Local Authority is maintained and all requirements met.

Ensure the building meets health and safety, housekeeping and maintenance standards in conjunction with the House Manager and the rest of the team.

Maintain service contracts with external providers e.g. fire equipment etc.

Ensure that all maintenance requirements – emergency, routine and long term are carried out. Seek professional advice as required.

Ensure that required insurance policies are in place and reviewed annually.

Ensure a planned schedule of interior and external building maintenance and redecoration is maintained by contracting consultants or contractors as required.

Ensure that statutory testing of electrical plant/equipment, gas appliances, heating boilers, fire alarms and lift equipment is carried out in a timely manner.

Review opportunities to enhance facilities and maximise the space utilisation of the property for future development/expansion.

Plan, cost and submit budget approval items of capital expenditure to the Trustees as required.

3. Financial, Administration and Governance

Undertake the legal role of Company Secretary and maintain all necessary filings with Companies House.

Prepare annual revenue and expenditure budget and manage monthly income within agreed limits, liaising with the charity’s Treasurer.

Attend relevant training events and work within the guidelines of the Victoria League and its policies.  

Pay invoices, pay wages and salaries including PAYE/NI, prepare VAT returns and submit. Reconcile bank accounts monthly.

Oversee the income accounts for the accommodation income.

Monitor cash flow and manage bank arrangements, carrying out bookkeeping and keeping accurate financial records.

Ensure all accounts are audit prepared, liaising with the Treasurer and the Auditors.

Ensure compliance with all statutory requirements in the employment of staff and the letting to residents. 

Prepare Annual General Report, including Annual Accounts for the trustees.

Ensure the annual returns plus all relevant policies are completed and registered, as required, with both Companies House and the Charity Commission in a timely manner.  Ensure any adjustments required during the year, are also completed e.g. change of Trustees.

Ensure the charity archives are stored safely.

4. Operational Management of the House
Support the House Manager to:
Foster and develop the Student House community and maintain reputation for friendly, welcoming, affordable and efficient accommodation.

Maintain and maximise viable occupancy levels through effective management of the Student House.

5. Fundraising and Communications
Identify opportunities to elevate the profile of the charity and build its reputation.
Support day to day digital and social media content to build the online community.
Maximise the efficiency of fundraising and marketing and deliver excellent donor relationship management.  
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