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Community Resource Centre  

Company No. – 30234R  :   Charity No.  – 251430  


Site Works Officer (20 hours a week) – Part Time post for 1 year 

Job description

Hermon Community Resource Centre is a not for profit community initiative, with a programme of work to develop the Hermon Community Resource Centre as a site to house community events, social enterprise office space, training, conferences and to showcase rural Eco & sustainable development initiatives. The grant secured from the Big Lottery Fund will enable the community to complete the internal kitting out of the new extended Resource Centre and to employ a full time coordinator for three years and a part-time Site Works officer for one year. 
The Big Lottery Funded PART-TIME SITE WORKS OFFICER post will be line managed by the Centre Coordinator and will focus on organising the completion of the Eco extension work and on organising the internal contractors for Mechanical and Engineering. There will be a need to ensure purchase orders are issued for completion of various task and fixtures. The internal lights, sound system and heating will need to be carefully phased.
There will be a need to work closely with the Big Lottery grant officer to provide evidence and information regarding use and costs of contracted works. To also work closely with the quantity surveyor and design team. 
Job Purpose

(i)      
To work with the members and community of Hermon, Glogue and Llanfyrnach in completing the kitting out of the new Eco extension to the site.  Discussing day-to-day site issues with the Centre Coordinator and the project architect and ensuring the community voluntary committee is kept fully informed. To oversee the building capital budget and ensure expenditure is controlled within agreed costings.

(ii)        To develop a calendar of site services and log book of weekly, monthly and manual services required. 
(iii)      
To work with the community of Hermon, Glogue and Llanfyrnach in developing the on site health and safety and visitors guide. Working with local organisations such as the fire authority.
(iv)     To support the current users of Hemron Community Resource Centre and ensure that site maintenance and quality control of equipment is maintained. Ensuring PAT is monitored and catalogued. To organise the maintenance of the exterior grounds, Eco wood finishings and paintwork
(v)     To work with volunteers and trustees from other organisations using the site. 

(v)     To ensure regular contact with the Big Lottery Grant officers providing regular returns and annual information on progress. Also identifying additional funding opportunities for the community.
A relevant background might be in buildings project management, Health & Safety services, building site foreman – particularly in the community sector.
Responsible to:
The Coordinator of Hermon Community Resource Centre Committee –

Hours of work: 
20 hours per week, mainly within standard office hours.  Evening or weekend work will be required and time will be offered in Lieu of additional hours worked.

Place of work:  
This post will be based in The Hermon Community Resource Centre. 

Salary:
£21,000 per annum (Pro Rata). A job share solution would also be considered should there be several candidates looking for part time work only.

Contract Term:
This Big Lottery Funded post is for 12 month. 
Holidays:
28 days per annum (pro rate) to include statutory holidays

Transport:
The use of a car is required.  

Notice Period:
3 month probationary period during which notice period is 1 month on either side. After that, notice period of 3 months applies.

All interested candidates should send their CV and covering letter to:

Community Resource Centre Hermon, Hermon, Glogue, Pembrokeshire. SA36 0DT.

Contact - Phone Cris Tomos: Treasurer - 07974 099 738. E-mail cris.tomos@surfwise.co.uk

Closing Date:

Friday 20th January 2012
Interviews – Saturday: 28th January 2012
Candidates shortlisted for an interview will be required to undertake a 10 minute task of viewing the site and summarising how they would organise contactors to complete the various phases of works to complete the development. 

Major Tasks and Job Activities

· The completion and kitting out of the resource centre will be the main objective of this post. The community has secure £143k to fully kit out the new Eco extension. The new building provides a 150 seater hall and 2 new meeting rooms/offices. All areas will need electrical, phone and IT connections. 
· The Site Works Officer will need to work closely with architects and the design team to award the work to contacts to undertake the work on the following items: electrical, IT, heating, flooring, kitchen & toilets. An understanding and proven record in managing on site work contractors will be required.  
· Once the site is completed there will be an opportunity to support the pre event organising of conferences, training and advice surgeries. Ensuring that there is a partnership approach to working with existing providers and neighbouring community facilities.
· Participating in Hermon Community Resource Centre development meetings, including presenting, note taking or carrying out other supporting roles as required

· Developing partnerships with a wide range of other community venue organisations to pass on lessons learnt from this project 

· Identifying funding sources to continue with the work across a wider geographical area.
· Supporting volunteers 

· Participating in the development of Hemron Community Resource Centre as required

The Hermon Community Resource Centre staff are expected to carry out their own administrative/IT work, including word-processing, internet research, e-mail, development of training and materials, maintenance of records, timesheets and expenses records. The committee will initially require weekly reports on actives delivered and planned.
Person Specification

Essential criteria:

· Building Project Officer/Site Foreman skills to multi-task, manage own workload efficiently and achieve targets on more than one task at a time

- 
Experience of working with construction/building company

· Proven ability to plan site contractors’ timescales. To write clear accurate and concise instructions and purchase order agreements.
· Good general knowledge of the wide range of sustainable building initiatives
· Good understating of managing the various phases of building contracts.

· Demonstrate confidence in engaging with relevant building professionals and partnership organisations.
· Excellent verbal skills, and ability to engage and motivate people at all levels

· Ability to multi-task, manage own workload efficiently and achieve targets on more than one task at a time

· A flexible, dynamic and professional approach

· Computer literate: Windows, Word,  e-mail & internet
· Ability to work with minimum supervision, able to manage own time and work on own initiative, but        must be a team-worker, committed to the success of the whole community volunteer team
· Ability to follow and deliver line-management instructions
· Enthusiasm and commitment to sustainable buildings
· Numerate and literate

· Driving licence and access to own car

· Ability to develop office systems and to keep tidy and efficient records

Desirable criteria
-
Ability to communicate effectively in the Welsh language is highly desirable – in both verbal and            written form.

· Relevant technical background in building works
-
Experience in organising site meetings with stakeholders
· Experience of cost monitoring and budgeting.

· Knowledge of Health & Safety Regulations and Legal site requirements.

-
Experience of working with Volunteers 
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