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Job description

	Ref No:
	
	Date:
	May 2025


_____________________________________________________________________

	Dept:

	City and Neighbourhood Services 

	Post No:

	SCCFFF003

	Section:

	Community Services

	Job Title:

	Community Centre Supervisor

	Grade:

	Grade 3


_____________________________________________________________________

Main purpose of job

To be responsible to the Community Development Officer for the supervision of access to the centre and its surroundings, to respond to requests from the public and to ensure a high standard of cleanliness and the good appearance of the building and its surroundings.  

To ensure accurate and timely production of all necessary documentation, reports and official returns.  

To act as a main key-holder.

Summary of responsibilities and personal duties

1. To respond appropriately to routine enquiries from community groups or the general public whether by telephone, electronic means or in person; to provide general advice and guidance as required.

2. To issue and ensure the completion of booking forms, issue copies of the “Conditions of Hire” and maintain a desk diary of booking requests and approvals.  This includes the special procedures associated with one-off bookings and events involving the consumption of alcohol.

3. To issue receipts for booking money and collect and keep secure all cash received (including telephone).  To prepare and lodge monies as required and comply with section policy on handling money.

4. To complete and submit all necessary documentation, reports and official returns as required, adhering to stated deadlines where appropriate in accordance with section and council policy.

5. To undertake analysis regarding centre usage, including collating statistics and compiling reports as directed.

6. To issue customer surveys, collate returns and assist with analysing responses. 

7. To set out equipment and furniture as required for booking and to take all reasonable steps to ensure that equipment and furniture is properly cared for and the risk of damage or theft is minimised.

8. To act as key holder responsible for opening and closing of the centre, controlling access to all parts of the building and responding to “call-outs” as and when available. 

9. To make all health and safety checks including PTA certification for equipment brought in by external contractors, Fire Log Procedures and take appropriate action.

10. To liaise with line manager regarding the recording of incidents and accidents on to the e safety system and communicate trends to line manager as appropriate.

11. To receive, ensure safe storage, adequate stock and economical use of all supplies and materials.  To compile and maintain inventories in accordance with council policy and procedures.

12. To use appropriate emergency contact procedures during or outside office hours.

13. To report major repairs or defects on the premises directly to the appropriate section with follow up requisitions and orders as required.

14. To carry out minor repairs to preserve the maintenance and appearance of the premises, furniture and equipment.

15. To set up and test new items of equipment and furniture to ensure proper operation, preserving associated literature.

16. To remove graffiti and debris from around the outside of the premises to preserve the appearance of the building and maintain a tidy site.

17. To use all industrial or powered cleaning equipment and chemicals in accordance with manufacturers’ guidelines and health and safety regulations; to assist with the sourcing of new products. 

18. To ensure that all areas of the centre are kept in a clean and hygienic condition, including removal of litter, preparation, cleaning and dusting of all floor and wall surfaces, equipment and furniture, with particular attention to hygienic requirements in kitchen and toilet areas.

19. To under the direction of the Community Development Officer manage the Assistant Supervisors and temporary and agency staff as appropriate, including maintaining associated staff records, compiling and maintaining cleaning rotas and associated administration.

20. To assist with hospitality arrangements as relevant.

21. To contribute to a teamwork approach within the centre, to ensure delivery of the community support plan and corporate objectives.  

22. To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

23. To participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management procedures as appropriate, including, absence management, disciplinary and grievance procedure.

24. To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

25. To undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.
Employee specification


	Date:
	21 May 2026
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	Department:

	City and Neighbourhood Services

	Post number:

	SCCFFF003

	Section:

	Community Services

	Job title:

	Community Centre Supervisor

	Grade:

	Grade 3 


_____________________________________________________________________

Essential criteria

Experience

[bookmark: _Hlk86228849]Applicants must, as at the closing date for receipt of application forms, be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following areas:

a) the operation of facilities, that is, health and safety procedures, cleaning and maintenance and associated administrative duties;
b) dealing with members of the public;
c) carrying out cash handling duties in a work environment.


Desirable criterion

In addition to the above experience, Belfast City Council reserves the right to shortlist only those applicants who, as at the closing date for receipt of application forms, can demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in the areas outlined above (a) to (c).


Special skills and attributes

Applicants must be able to demonstrate, by providing personal and specific examples, evidence of the following special skills and attributes which may be tested at interview:

Cash management skills: the ability to carry out cash handling duties including the receipt, preparation and lodgement of monies according to and complying with any policies and procedures on handling money.

Team working skills: the ability to work as a member of a team and on their own initiative.

Customer care skills: the ability to demonstrate a sound awareness of customer care procedures and respond appropriately to the needs of internal and external customers. Oral communication and interpersonal skills: effective communication and interpersonal skills and the ability to provide information and advice to other members of staff and the general public.

Written communication skills: the ability to carry out administrative tasks, including the completion of standard forms and the maintenance of records, in accordance with the council and departmental policies and procedures.

Decision making skills: the capability to make operational decisions in an effective manner which contribute to the achievement of operational objectives and take into account the views of others.

Health and Safety awareness - general: an understanding of the health and safety responsibilities attached to the post to ensure the safety of members of the public.

Health and Safety awareness - cleaning: an understanding of how to use cleaning equipment and chemicals appropriately in accordance with the manufacturers’ guidelines and health and safety regulations to ensure the safety of members of the public and members of staff.

Information technology skills: the ability to use standard office programmes including word processing and spreadsheets packages.







Community Centre Supervisor
09 July 2026
