 LEAP Project
Job Description – Community Hubs Development Officer
Post Title:


Community Hubs Development Officer
Reports to:


Executive Director
Hours of work:

Up to 25 hours per week
Salary range: 

£29,000 per annum (pro rata) plus pension contribution
Length of Contract: 
2 Year Fixed Term 
Funded by:


Lottery Community Fund
Location:


199 Hamilton Road, Cambuslang, G72 7PJ
Closing date:

22 May 2026
Job Overview

As a Community Hubs Development Officer you will be responsible for promoting, managing and organising LEAP’s facilities within South Lanarkshire and will take the lead in developing them as a thriving social enterprise, including: 

· Developing policies and procedures.

· Providing advice and support.

· Facilitating community engagement ensuring the needs of the community are met.
· Supporting infrastructure improvements and maintenance.

· Building capacity to maximise utilisation and income generation.
· Preparing and presenting reports.

· Promoting the use of the hubs.

· Working in partnership within our local community.
As an award-winning organisation within our community LEAP wishes to develop the facilities into vibrant centres that will strengthen social cohesion and well-being.  This would include a wide range of activities from education and arts to health and fitness, while also helping build stronger local networks for individuals and support groups, reducing loneliness and isolation.
Key Accountabilities

Social Enterprise and Income Generation
· To develop and implement marketing strategies by creating promotional materials and social media content to raise awareness and community engagement.
· Develop and implement plans to maximise income from our venues through hire, events, partnerships, and other activities.

· Identify and develop new revenue streams aligned with the charity’s values.

· Prepare budgets, financial forecasts, and performance reports for venues.

· Work with colleagues and stakeholders to market venues and promote their use to external organisations, community groups, and businesses.
Project Support
· Oversee the day-to-day management of the venues, ensuring they are safe, compliant, and fit for purpose.

· Manage planned and reactive building maintenance, repairs, and improvements.

· Liaise with contractors, suppliers, and landlords as required, ensuring quality and cost control.

· Conduct regular inspections of properties to ensure long term care and upkeep of facilities to ensure legal compliance and that they are fit for purpose, particularly in relation to accessibility.
· Ensure operational costs are within budget and be involved with the procurement of supplies and equipment for the facilities.
· Ensure compliance with all relevant health and safety legislation, building regulations, fire safety, and statutory requirements across venues.

· Maintain appropriate risk assessments, policies, inspections, and records.

· Act as a responsible person for health and safety within designated venues, escalating issues as required.

· Ensure venues meet accessibility standards and promote inclusive use.

Managing Relationships
· Build and maintain positive relationships with local communities, voluntary organisations, statutory bodies, and social enterprises to maximise the use of LEAP’s facilities.
· Encourage community use of venues and ensure services reflect local needs.

· Represent the charity at local forums, events, and partnership meetings.

· Support co-production approaches and community-led initiatives within venues.
· Act as a spokesperson for LEAP and effectively respond to agencies if appropriate.
· Liaise effectively with colleagues and provide support when required.

Organisational Support
· Attend internal and external events, meetings and training as required.

· Prepare documents, letter, forms etc using IT packages ensuring effective communication in line with LEAP’s ethos and standard media forms.

· Ensure compliance with LEAP’s policies and procedures including the areas of finance, health and safety and employment.

· Perform any other duties as required by LEAP. 

· Provide support to colleagues as required.
· Travel independently within the locality to attend various meetings and events. 

· The post may involve occasional evening or weekend work, for which time off in lieu can be claimed.  You may also be required to be on alarm on call.
This job description serves to illustrate the type and scope of duties required for the above post and to provide an indication of the required level of responsibility.  It is not an exhaustive or exclusive list and duties may vary from time to time.

Person Specification

Experience

· Experience of developing or managing income-generating activities, social enterprises, or commercial services within a charity, community, or public sector setting.

· Experience of managing or overseeing buildings, facilities, or venues.

· Experience of working with contractors, suppliers, or external partners.

· Experience of community engagement or partnership working.

Knowledge & Understanding

· Understanding of social enterprise principles and income generation within the voluntary sector.

· Working knowledge of health and safety legislation and building compliance requirements relevant to Scotland.
· Knowledge of funding, grants, or investment relevant to social enterprises.

· Understanding of community development and inclusive engagement approaches.

Skills & Abilities

· Ability to plan, prioritise, and manage multiple venues simultaneously.

· Excellent communication and relationship-building skills.

· Problem-solving skills with the ability to work independently and use initiative.

· Competent IT skills, including use of Microsoft Office or equivalent systems.

Personal Attributes

· Commitment to the values and aims of the charity.

· Flexible and proactive approach to work.
· Ability to work occasional evenings or weekends to support venue activity.



CORE COMPETENCIES

Planning &            Establishes an appropriate course of action for oneself and or others to

Organising          
accomplish specific goals and operates within deadlines while managing their time as efficiently as possible.

Motivation:            
Focuses energy to make things happen with positive results.

Judgement:            Makes decisions, analyses data, generates new ideas and determines priorities.

Flexibility:              Demonstrates the ability to adapt to all situations and to achieve tasks quickly   and efficiently within the set deadlines. Understands and responds to organizational change.
Communication:       Demonstrates clear, two-way communications at all levels.

Teamwork:              
Works with and helps others to achieve common standards.

Initiative:                  Generates ideas and acts to solve problems.

Regulatory 

Compliance:

Demonstrates a sound understanding of regulatory compliance 




measures, particularly in relation to Health and Safety.
Facilities 

Management:
Demonstrates knowledge of facilities management principles 



Including maintenance, safety, and security.

