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Job Description: Centre Manager

Salary: £40,000 - £45,000 (dependant on experience) 
Hours: 37 hours per week (5 days per week)
Contract Type: Permanent
Location: Leicestershire LGBTQ+ Centre HQ
Reporting to: Chair of Trustees
Direct Reports: Head of Resources, Head of Counselling, Guidance and Support Services, Outreach & Development Manager

About Leicestershire LGBTQ+ Centre
Leicestershire LGBTQ+ Centre has been a cornerstone of support for the LGBTQ+ community in Leicester since its founding in 1976. Established as one of the UK’s first gay helplines, the Centre has evolved over nearly five decades into a vibrant, inclusive organisation that champions the rights, wellbeing, and visibility of LGBTQ+ individuals. The Centre’s mission is to promote equality and inclusion across Leicester, Leicestershire, and Rutland by creating safe and supportive spaces for all LGBTQ+ individuals.
With a focus on advocacy, community building, and providing a broad range of services, the Centre remains committed to transforming the landscape for LGBTQ+ individuals and ensuring everyone feels seen, heard, and supported.
Role Summary
The Centre Manager will be responsible for the day-to-day operational leadership of Leicestershire LGBTQ+ Centre, ensuring the effective delivery of services, support to staff, and smooth running of the organisation. Working closely with the Board of Trustees, the Centre Manager will develop and implement agreed strategic priorities, oversee operational planning, and ensure high-quality, responsive services for the LGBTQ+ community.
This role requires a practical, hands-on leader with strong organisational, people management, and service delivery skills, alongside the ability to lead on funding activities, manage partnerships, and ensure compliance with organisational policies and procedures.


Main Areas of Responsibility
1. Strategic Planning and Fundraising
· Work with the Chair and Board of Trustees to develop and implement a strategic plan and corresponding operational budget.
· Develop and manage the long-term funding strategy in collaboration with the Treasurer and relevant Sub-Committees
· Lead on the development of funding applications, bids, and monitoring and reporting requirements
· Identify opportunities for income generation and partnership working
· Work with the Head of Resources to ensure the financial sustainability of the Centre
2. Operational Management 
· Oversee the day-to-day running of the Centre, ensuring effective and efficient operations across all services
· Implement operational plans and manage resources in line with agreed budgets
· Ensure systems and processes are in place to support the smooth running of the organisation
3. Staff Leadership and Management
· Provide leadership, support, and guidance to senior staff members, including the Head of Resources, Outreach & Development Manager, and Head of Counselling, Guidance and Support Services.
· Develop and mentor senior staff, empowering them to lead their respective teams effectively and ensure quality service delivery.
· Ensure that senior staff have the necessary resources and training to implement personal development, performance management, and appraisal systems for their teams.
· Foster a culture of collaboration, inclusivity, and continuous learning within the organisation.
4. Service Delivery and Development
· Oversee the delivery of services and programmes, ensuring they meet the needs of LGBTQ+ communities
· Work with senior staff to monitor performance, outcomes, and impact of services
· Support the continuous improvement and development of programmes in response to feedback and emerging needs

5. Governance, Compliance and Reporting

· Ensure organisational policies and procedures are implemented and adhered to
· Support effective governance by preparing reports and updates for the Board of Trustees
· Maintain appropriate systems for managing risk, safeguarding, and compliance with relevant legal and regulatory requirements

6. External Relationships and Partnership Working 

· Represent the Centre externally, establishing and nurturing strategic partnerships with voluntary, public, and private sector organisations.
· Serve as the public face of the Centre, advocating for LGBTQ+ issues at local, regional, and national levels.
· Build and maintain effective relationships with local partners, key funders, stakeholders, and community organisations








Person Specification: Centre Manager

	
	Essential
	Desirable
	How assessed

	Values and Personal Attributes


	1.1 	An effective and supportive leader, able to engage, develop and motivate others
	P
	
	AF/INT/R

	1.2 	Resilient, with the ability to work in a busy and changing environment
	P
	
	AF/INT/R

	1.3 	Positive work ethic: professional, flexible, enthusiastic, dependable and conscientious
	P
	
	AF/INT/R

	1.4 	Reflective in practice and committed to ongoing personal and professional development
	P
	
	AF/INT

	1.5	A demonstrable commitment to the values of Leicestershire LGBTQ+ Centre 
	P
	
	AF/INT

	1.6    A proven commitment to promoting equality, diversity and inclusion.
	P
	
	AF/INT

	
Experience


	2.1  Experience of leading and managing services or teams 
	P
	

	AF/INT/R/


	2.2  Experience of managing change, improving services or implementing new ways of working
	P
	
	AF/INT/R/


	2.3  Experience of leading on successful funding applications or income generation activities   
	
	P
	AF/INT/R

	2.4  Experience of monitoring and evaluating performance against targets or outcomes
	P
	
	AF/INT/R

	2.5  Experience of building partnerships and working collaboratively with stakeholders
	P
	
	AF/INT/R

	2.6  Experience of developing effective systems and processes to support service delivery
	P
	
	AF/INT/R

	2.7  Positive experience of working with Trustees or governance structures
	
	P
	

	Skills & Knowledge 

	3.1    Good working knowledge of the voluntary and community sector 
	
	P
	AF/INT/R/ 

	3.2    Strong financial management and budget monitoring skills

	P
	
	Af/INT/R

	3.2    Effective influencing and communication skills 
	P
	
	AF/INT/R

	3.3    Strong people management skills and understanding of good leadership practice
	P
	
	AF/INT/R

	3.4 	Excellent written and verbal communication skills
	P
	
	AF/INT/R/ PAT

	3.5    Good organisational and project management skills, with the ability to manage completing priorities 
	P
	
	AF/INT/R

	3.6    Awareness of funding, commissioning or grant processes
	
	P
	AF/INT/R

	3.6 	Digitally savvy with excellent all-round IT skills, including use of Excel, websites, social media and databases 
	P
	
	AF/INT/R/


	Other Requirements

	5.1    Flexible approach to working hours and able and willing to work early mornings, evenings and weekends as and when required
	P
	
	AF/INT/R

	5.2    Able and willing to respond to organisational needs as they arise
	P
	
	AF/INT/R

	5.3   Willingness to undertake occasional travel across the UK as required
	P
	
	
AF/INT/R




* Key to how skills are assessed: 

AF = Application Form; INT = Interview; PAT = Practical Assessment Task; 
R = References; CERT – Certificate of qualification
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