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Job description 
 

 

Job Title:  

 

Facilities Manager    

Location:  The Well Community Centre, 49 Vicarage Lane, London, E6 6DQ 

Accountable to:   Finance & Office Manager 

Responsible for:  Duty Managers, cleaners, maintenance worker and potentially volunteers supporting 

the facilities team. 

Number of Hours:  20 hours per week, worked 16:00-20:00 Monday-Friday, with the option of additional 

hours as overtime. 

Rate of Pay:  £14.43 per hour or £15,007.20 per annum (£27,012.96 fte) 

 

Main purpose of Job:  

To position Bonny Downs Community Association at the heart of the local community by providing a safe, 

friendly and welcoming environment at its venues, improving our offer to and increasing uptake by potential 

hirers.  You will also be responsible for the supervision and security of the venue during working hours.  

 

Duties and Responsibilities: 

1. To be responsible for ensuring a welcoming, efficient and excellent front-of-house reception service is 

provided by the facilities team, including the meeting and greeting of visitors; showing potential new users 

the facilities; answering calls; taking messages; and dealing with customer enquiries effectively by providing 

appropriate information relating to our services and facilities. 

2. To be responsible for arranging duty manager, cleaning and maintenance cover for The Well Community 

Centre and Bobby Moore Sports Pavilion/Flanders Playing Field, and for the induction, training, equipping, 

workflow and ongoing supervision of the duty managers, cleaning and maintenance staff. 

3. To be responsible for issuing annual contracts and arranging bookings for long term and seasonal hirers. 

4. To ensure facilities staff and users receive timely, accurate and relevant information to enable effective use of 

the facilities and smooth changeovers between groups.  

5. To proactively seek new users for our hireable spaces, including through the marketing of our venues (in 

collaboration with our Fundraising & Marketing team). 

6. To be responsible for health & safety within BDCA’s facilities, including maintaining facilities risk assessments 

and ensuring equipment is fit for purpose (eg: EICR & PAT Testing, boiler servicing, and water hygiene checks 

are conducted on a regular basis). 



Bonny Downs Community Association is a registered charity no. 1071625 and company limited by guarantee no. 3625785. 

Our registered office is The Well Community Centre, 49 Vicarage Lane, East Ham, London E6 6DQ 

 

7. To be responsible for obtaining and renewing licences and permits (including TV licences, premises, PRS PPL, 

etc) to ensure legal compliance of BDCA’s venues. 

8. To be responsible for the running and maintenance of BDCA’s CCTV system, including ensuring appropriate 

signage and legal compliance. 

9. To take the lead on the enhancement and renewal of BDCA’s public and hireable spaces, including 

equipment, furnishings, and décor, as resources permit. 

10. To contribute to setting and reviewing hire charge rates for BDCA facilities. 

11. To be responsible for coordinating the use of BDCA’s new minibus, including developing and implementing 

effective policies, systems and procedures in relation to its use and maintenance. 

12. To be responsible for ensuring the effective management of BDCA’s car parking facilities. 

 

You will be responsible for carrying out or ensuring that the Facilities Team carries out the following: 

13. To assist facilities users with any issues that may arise and to deal with comments and complaints in a helpful 

and professional manner. 

14. To ensure rooms are prepared for use, that all booked equipment is in place and operational, and that rooms 

are clear and tidy after use.  This will involve some lifting or moving of medium or heavy weight equipment.  

15. To perform regular checks to ensure the ongoing cleanliness and appropriate use of all areas, including hired 

rooms, the entrance lobby, toilets and outside areas, and taking corrective action where needed. 

16. To contribute to a safe working environment by checking the facilities and equipment are safe to use; 

following health & safety procedures; ensuring users and contractors observe safe working practices; and 

reporting any faults promptly. 

17. To provide first aid cover and to ensure that emergency procedures are followed, including the safe 

evacuation of facilities in the case of emergency.  

18. To monitor visitors’ behaviour and, where necessary, take appropriate action to ensure BDCA facilities are 

used appropriately in consideration of the terms of hire, other service users, and the wider community. 

19. To ensure the ongoing security of the facilities, including being responsible for their opening and closing (and 

associated checks) at the beginning/end of the day or hire period. 

20. To undertake weekly and monthly building and facilities inspections and maintain appropriate records. 

21. To ensure displays and information about BDCA, its facilities and services, are maintained in a visually 

appealing and accessible way. 

22. To support the Finance & Office Manager and administrative staff in dealing with general administrative 

duties relating to the operation of BDCA’s facilities, including taking bookings and completing relevant 

paperwork.  

23. To act as key holder for emergency callouts. 

 

Public Relations 

Bonny Downs Community Association attaches considerable importance to the public relations aspect of its work. 

It is therefore essential to develop and maintain professional working relationships with all users, colleagues and 

partner organisations. 

 

Equal Opportunities 
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Bonny Downs Community Association has a strong commitment to achieving equality of opportunity in both 

services to the community and the employment of people and expects all employees and volunteers to promote 

its policies in their work. The equality, diversity and inclusion policy applies to employment and advancement and 

all employees will be recruited, trained and promoted on the basis of abilities, job requirement and fitness for 

that work. No applicant or employee should receive less favourable treatment on the grounds of age, disability, 

gender reassignment, marriage or civil partnership, pregnancy or maternity, race, religion or belief, sex, or sexual 

orientation, or be disadvantaged by requirements that cannot be shown to be justifiable. 

 

Other duties 

This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time 

to time without changing the general character of the duties or the level of responsibility involved. Such 

variations are a common occurrence. Excellent team working and individual personal development are key to the 

BDCA’s success in delivering its business aims and objectives. Therefore, all staff are expected to have a flexible 

attitude in responding to new priorities and opportunities as they arise. 

 

NB: The post involves some lifting or moving of medium- or heavy-weight equipment. 
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Person Specification 

Attributes Criteria Essential/ 

Desirable 

Assessed 

Personal 

qualities 

Personable, friendly, welcoming, confident and helpful. E interview 

Customer-focussed and well-presented. E interview 

Organised & efficient. E application 

Problem solving and willingness to use initiative/be proactive. E application/ 

interview 

Alignment with BDCA’s mission and core values. E interview 

Enthusiasm for community buildings/spaces. E application/ 

interview 

Willingness to learn and to work to BDCA’s policies, procedures & 

protocols especially in relation to health & safety; safeguarding; 

equality, diversity & inclusion; and data protection.  

E interview 

Experience Experience of dealing with the public in a customer-facing role. E application/ 

interview 

Experience of performing administrative/office-based tasks. 

 

E application/ 

interview 

Experience of managing staff. D application/ 

interview 

Experience of performing simple maintenance & cleaning tasks. E application/ 

interview 

Front of house or administrative experience in a community 

organisation. 

D application 

Experience of working in a community organisation in a diverse, 

urban context. 

D Application/ 

interview 

Skills, 

knowledge, 

ability 

Effective communication skills (written and verbal), including dealing 

with difficult behaviours.  

E application/ 

interview 

Good standard of English & numeracy. 

 

E application/ 

interview 

Attention to detail and ability to prioritise and meet competing 

demands. 

E interview 

Computer literacy (word, excel, email, internet, use of databases). E application 

Basic understanding of health & safety legislation and best practice 

in public venues. 

E application/ 

interview 

Interest in community development. 

 

E application/ 

interview 

Able to work alone and as part of a team. E interview 
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Qualifications Current First Aid at Work qualification or willingness to train in first 

aid. 

D application 

Other Commitment to the local community and understanding of the local 

context. 

 

D application/ 

interview 

Commitment to Equality, Diversity & Inclusion and safeguarding. E application/ 

interview 

Willingness to undertake training, 1:1 supervisions or occasional 

work outside usual working hours. 

E application 

 

 


