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Operations and Facilities Manager JD
Salary  £38,000 per year 
Hours  Full-time, Monday to Friday, 10am to 6pm. 35 working hours plus five paid lunch hours per week (40 paid hours in total).
Reporting to  Head of Programmes and Chief Executive
Location  On site across QCCA’s Camden premises
About QCCA and the role
Queen’s Crescent Community Association (QCCA) is a local charity supporting people across Camden through youth services, nurseries, activities for older people and families, advice and advocacy, and a food bank. As we expand our community spaces and develop new services, we are looking for a practical and committed manager to help shape how we run our buildings and support the teams working in them.
You will lead day-to-day operations across Queen’s Crescent Community Centre, Dome Youth Centre, Holly Lodge Nursery, Caversham Nursery, Peggy Jay Centre and Maitland Park Community Centre. You will keep these spaces safe, accessible and welcoming, build consistent ways of working across sites and help make more of our facilities available for community use and hire.
Main responsibilities
Premises and maintenance  Lead planned maintenance, repairs, inspections, refurbishments and office moves. Keep sites clean, secure, accessible and ready for use, and coordinate works with contractors and site teams to minimise disruption.
Health and safety  Maintain a schedule and register of checks, risks and remedial actions. Coordinate risk assessments, fire safety and emergency lighting, electrical safety and PAT, water hygiene and legionella, COSHH, and safe contractor working. Investigate incidents, escalate risks and organise staff training and emergency procedures.
Office and workplace services  Oversee reception, visitor enquiries, shared spaces, supplies and operational records. Coordinate security and access systems, first-line IT and audiovisual support, and escalation to external suppliers.
People management  Line-manage the part-time staff covering cleaning, reception, caretaking, administration and food bank coordination, including three caretakers and the playworkers who look after the Peggy Jay Centre. Set priorities and rotas, oversee performance and development, and support sessional staff and apprentices as appropriate. Work with HR on recruitment, induction, attendance, leave and staff records.
Budgets and procurement  Plan and monitor operational spending with Finance. Obtain quotes, negotiate contracts and renewals within agreed authority, monitor supplier performance, and keep accurate records of orders, invoices and contracts. Review where bringing work in-house would improve value or service.
Venue hire and income  Oversee promotion, enquiries, bookings, room allocation and venue readiness. Track hire income, charges, deposits and outstanding payments with Finance. Resolve issues for hirers and identify opportunities to grow income while protecting community access.
Events and projects  Coordinate logistics for community events, training, staff meetings and AGMs. Support site and service projects, track deadlines, spending and risks, and work with the council, funders and community partners. Help service teams organise the space and practical support they need for youth activities, the food bank and other programmes.
Standards and improvement  Keep procedures and records current, track performance and report risks and improvements to senior leaders. Follow safeguarding and data protection procedures, report concerns promptly, protect confidential information and promote equality and fair access. Undertake other reasonable duties in keeping with the role.
Person specification
Essential
Practical management experience in facilities, estates or workplace operations, including responsibility for multiple sites and knowledge of building compliance, maintenance and health and safety.
Experience supervising staff and managing contractors and suppliers, including monitoring performance, negotiating terms and managing budgets or expenditure.
Ability to improve systems and procedures, work independently, solve operational problems and prioritise competing demands in a busy public-facing setting.
Clear written and verbal communication, good customer service and the ability to work with different teams and external partners.
Confidence with Microsoft 365, including Word, Excel, Outlook, Teams, SharePoint and OneDrive, and sound judgement when handling confidential information.
Desirable  Experience in a charity, community venue or other public-facing service. IOSH Managing Safely or equivalent, or relevant facilities, office management or HR training. Fire safety, first aid, display screen equipment or water hygiene training would also be useful.
Benefits
Five paid days during QCCA’s Christmas and New Year closure once you have completed one year of service.
Employer-funded Cycle to Work scheme, through which QCCA can provide a bicycle for commuting.
Workplace pension with automatic enrolment and employer contributions for eligible staff.
Role-related training and development, with funding for agreed courses.

Health and Safety Responsibilities
The postholder is responsible for ensuring that their duties are carried out in accordance with QCCA’s health and safety policies and procedures. They must take reasonable care of their own health and safety and that of others who may be affected by their actions, report hazards and incidents, and cooperate with the organisation in meeting its legal and statutory obligations.
Equal Opportunities
QCCA is committed to equality, diversity and inclusion in its employment practices and service delivery. The postholder is expected to promote equal opportunities, treat colleagues and service users fairly, and help ensure that the organisation’s facilities and services are welcoming and accessible.
General
This job description summarises the principal responsibilities of the Office & Facilities Manager. It is not intended to be an exhaustive list of duties. The postholder may be required to undertake other reasonable responsibilities appropriate to the role, following consultation with their line manager.
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