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VILLAGE HALL MANAGER 
JOB DESCRIPTION 
The Village Hall Manager will help ensure the building, services and facilities run smoothly, efficiently and effectively for the benefit of the local community. The role involves supporting customers, helping deliver the aims of the Village Hall Committee, and ensuring the Hall operates safely and in line with legal and licensing requirements.

Main Duties
· Organise, promote and support events and activities at Stanton under Bardon Village Hall 
· Help ensure the building, equipment and surrounding areas are well maintained and meet Health & Safety and other legal requirements 
· Promote and manage all aspects of hall and room hire 
· Support the planning and delivery of events and activities 
· Support HR processes, including management of employees and contractors 
· Promote and support the development of a volunteer network
· Maintain records and documentation as required by the Village Hall Management Committee 
· Keep emergency contact information and procedures up to date 
· Ensure licensing conditions are followed correctly 
· Oversee Village Hall communications, correspondence, records, website, and social media 
· Carry out stock checks and update the Council’s Asset Register where needed 
· Liaise with existing and potential hirers regarding bookings and enquiries 
· Raise invoices and monitor payments from hirers 
· Promote events through notices, village notice boards, social media and the Parish website 
· To manage the Village Hall access and keyholding process.

PERSON SPECIFICATION 
Experience
· Essential - Experience of organising or helping to deliver events, activities or community projects 
· 


· Essential - Experience of working with members of the public and providing good customer service 
· Essential - Experience of managing bookings, schedules or room hire arrangements 
· Essential - Experience of handling invoices, payments or general administration 
· Essential - Experience of maintaining accurate records and documentation 
· Essential - Ability to work independently and manage a varied workload 
Knowledge and Skills
· Essential - Good organisational and time management skills 
· Essential - Strong communication and interpersonal skills 
· Essential - Ability to promote events and services through social media, websites and local publicity 
· Essential - Basic understanding of Health & Safety requirements within public buildings 
· Essential - Ability to deal calmly and professionally with complaints or emergencies 
· Essential - Competent IT skills, including email, Microsoft Office and spreadsheets 
· Essential - Ability to maintain confidentiality where required 
· Essential - Flexible approach to working hours, including occasional evenings and weekends 
Personal Qualities
· Essential - Friendly, approachable and professional manner 
· Essential - Reliable, organised and self-motivated 
· Essential - Practical and proactive approach to problem-solving 
· Essential - Good attention to detail and commitment to high standards 
· Essential - Ability to work well with councillors, volunteers, hirers and contractors 
· Essential - Enthusiastic about supporting and developing the Village Hall as a community facility 
Other Requirements
· Desirable - Experience of working within a community, charity or local government environment 
· Desirable - Experience of supervising staff or volunteers 
· Desirable - Knowledge of premises licensing requirements 
· Desirable - Experience of stock control or maintaining an asset register 
· Desirable - Experience of using websites and social media for promotion and marketing 
· Desirable - First Aid qualification or willingness to undertake training 
· Desirable - Awareness of safeguarding and risk assessment procedure
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