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Activities and Facilities Coordinator
Application Pack
Old Luce Development Trust
Old Luce Development Trust (OLDT) is a development organisation that works with the community to improve the quality of life for residents of the Old Luce Community Council area. The company was formed in response to a community consultation undertaken in 2015 on behalf of Old Luce Community Council, aimed at engaging the whole community to identify ways to improve the social and economic outcomes within the Old Luce Community Council Area. We became a registered charity in June 2019.
Activities and Facilities Project
The Trust manages Glenluce Public Hall on behalf of Dumfries and Galloway Council and also developed and opened a community hub for Dunragit in 2024.  Up to now, both community facilities have relied on third parties to book the hall for events. The project involves creating two new part-time posts, an Activities and Facilities Manager and an Activities and Facilities Coordinator, to proactively put on events in both community facilities and across the wider community council area. The posts are permanent, subject to securing ongoing funding. We will consider either a full-time Activities and Facilities Manager or a part-time Manager and a part-time Activities and Facilities Coordinator. The part-time split will be determined following interview, with up to 21 hours per week for the Coordinator position. Please indicate your preferred hours on the application form. The Coordinator role is available with or without desired progression to become a joint Activities and Facilities Manager.

The specific aims of this project are to:
· Improve community cohesion through the provision of events and activities and the creation of volunteer management groups
· Reduce social isolation and loneliness in our elderly and wider community
· Provide events for children, such as youth groups and community celebrations
· Assist special interest groups to get off the ground, ahead of becoming self-running 
· Improve community mental and physical wellbeing through the introduction of social and exercise groups, either directly offered or via a third party
· Increase ad-hoc opportunities for contact between community members and assist local businesses through the provision of markets, such as craft or artisanal food

These specific aims will contribute to the wider Trust aim of encouraging a friendly, cohesive, vibrant and pleasant community in which residents are proud to reside and which people wish to visit, in turn helping to sustain services and businesses in the area.
Activities
A community consultation carried out in 2024 / 2025 to established support for exercise, social activities, special interest groups, markets and children’s activities and there was strong interest in volunteering. A Management Committee was set up for the Dunragit hub in January 2025 and a similar group is envisaged for Glenluce Public Hall. Further, the Community Action Plan 2025 listed a programme of activities in the top 3 priorities.
The initial focus of this new post will be on assisting the Activities and Facilities Manager in setting up a programme of events and activities and increasing volunteer participation, which will be essential to support those in post. Across the post(s), 14 hours per week of activity at each facility, with the remaining 7 hours office-based (or home-based) is envisaged. As new posts, the exact nature of the activities and events is within your gift. Based on the survey, at each facility, we envisage a primary-aged youth group, a monthly weekend community night, a monthly weekend market or café, two or three daytime social activities for elderly and/or socially-isolated residents, one with simple food provided, and an activity aimed at secondary-aged children. During school holidays, daytime holiday activities will run in place of evening activities, and community children’s parties at Halloween, Christmas and Easter are envisaged.
Community nights might include cinema nights, quizzes, live music, open mic, 70s / 80s / 90s / 00s disco nights, or board games nights, and a regular bingo night is likely to be both popular and profitable. 
The postholder(s) will help special interest groups to set-up and support them to become self-running, such as a weekly group for art activities.
There is a need to proactively seek third-party bookings and interest has been expressed in exercise classes and music lessons.
Once the programme is sufficiently developed, the Coordinator will assist the Manager with facilities management, liaising with Management Committees, Hall Keepers and Dumfries and Galloway Council.
Funding
The post is currently funded for 12 months from the National Lottery, Old Luce Community Fund and hall rental income. We have identified several further sources of funding for specific activity, for example, for dementia support groups, for activity providing food aimed at poverty reduction, and for school holiday activity. The Coordinator will support the Manager to make grant applications. We have identified potential funding for the next 5 years, which is dependent on proof of impact of activities in the first 6 to 9 months. Evidence gathered during activities (photos, questionnaires, testimonies, attendance figures) will support funding applications. 


Job Description

Role:	Activities and Facilities Coordinator

Renumeration:	£25,000 per annum (pro rata, based on a 35-hour week)

Hours of Work:	Up to 21 hours per week, to be agreed on recruitment to both posts
The post includes evening and weekend working

Line Manager:	Activities and Facilities Manager

Duration:	Permanent (subject to ongoing funding)

Location: 	Glenluce and Dunragit 

Role Summary
The Activities and Facilities Coordinator is a mainly public-facing role, responsible for the development and provision of events and activities at Glenluce Public Hall, Dunragit Community Hub and across the Old Luce community. The role incorporates organising and running events, including production of event materials. The role holder will also assist the Activities and Facilities Manager with funding applications and facilities management.

Key Responsibilities
	Area
	Responsibility

	Events and Activities Management
	· Assist the Activities and Facilities Manager to establish and maintain a full programme of activity at Glenluce Public Hall and Dunragit Community Hub
· Establish and run activities, such as community gatherings, youth groups and school holiday activities, social meeting groups, special interest groups, fundraising activity and artisanal markets 
· Proactively seek third party bookings, including sports and exercise classes
· Assist in the planning, organising and running of Trust public meetings and celebrations

	Volunteer Coordination 
	· Assist in driving forward the move to volunteer-run community facilities through volunteer recruitment, retention and recognition
· Assist in supporting both Management Committees, attending committee meetings as required
· Once an activity is established, support groups to become self-running

	Finance, Grants and  Record Keeping
	· Assist the Activities and Facilities Manager to apply for and manage grants to fund activities, running costs and continuing staff employment
· Manage the budget for activities that you run, keeping accurate records for grant funders and the Trust
· Liaise with the Business Support Assistant in relation to accounts and invoicing

	Social Media and IT
	· Work with the Microsoft Office suite of programs and emerging technologies, such as Canva, on day-to-day tasks and event materials
· Update social media platforms and provide basic updating of the OLDT website in relation to activities and events

	Partnership working
	· Maintain positive relationships with external stakeholders and others in the public, private and third sectors

	Bookings
	· Support the Hall Keepers to manage the bookings process for Glenluce Public Hall, responding to enquiries and providing hirers with clear and timely information on the hire of the hall
· Liaise with the Business Support Assistant and Hall Keepers in relation to hall bookings

	Facilities Management
	· Liaise with third party contractors, such as cleaning contracts 
· Respond to maintenance and cleanliness complaints from hirers 
· Liaise with Dumfries and Galloway Council and/or private contractors for repairs and maintenance of the hall
· Ensure that the hall and hub remain secure and that keys are controlled and kept in a locked place when not in use
· Respond to emergencies at the hall or hub

	General
	· Attend training in relation to the work of the Trust as requested
· Deputise for the Activities and Facilities Manager and provide basic absence cover for other Trust staff
· Undertake other tasks in line with the job purpose



Person Specification
	Criteria
	Essential
	Desirable

	A: People Skills 
	· Ability to work with children and vulnerable adults, showing empathy and compassion
· Ability to communicate effectively with a variety of people and in a professional and engaging manner
	· Experience of working with children, in a customer-facing role, and/or of recruiting and working with volunteers

	B: Innovation
	· Ability to work with initiative and willingness to try new ideas
· Proactive approach
	

	C: Planning and Organising 
	· Ability to plan and organise own workload, retaining focus and direction 
	· Experience of event organisation


	D: Written Communication and Numeracy
	· Nat5 (or equivalent) English and Maths / Apps of Maths, or equivalent competence gained through work experience
· Attention to detail
	

	E: Social Media and IT
	· Experience of Microsoft Word, Excel and Outlook
	· Experience of website editing and social media platforms

	F: Other
	· PVG Scheme Membership
· Ability to travel between locations
· A willingness to undertake training relevant to the role and other tasks in line with the Trust purpose 
	



Additional Information
· PVG: Appointment is subject to PVG scheme membership. The Trust will pay any costs associated with joining the scheme or adding this employment to your registration.
· Probation: Appointment is subject to a 6-month probationary period.
· Supervision: It is expected that the postholder will be largely self-managing, reporting directly to the Activities and Facilities Manager, with dedicated supervision meetings every 6-8 weeks.
· Evenings, weekends and school holidays: It is anticipated that the posts together will involve at least one weekend day per fortnight and initially 4 to 5 evenings per week during term-time, shared on a pro rata basis. The term-time evening requirement will fluctuate over time, depending on the number of third party and/or volunteer-led bookings. During school holidays, the post will involve fewer evenings in order to run daytime children’s activities.
· Flexible working: The Trust is able to support a flexible working pattern, within the confines of running a set activities programme at suitable times for maximum participation. A split morning and evening or a continuous afternoon into evening pattern can be worked and working from home is available for office-based hours.
· Part-time: The post is open to part-time applicants, though a proportionate distribution of evening, weekend and school holiday activities is expected. 
· Annual leave: The post attracts 30 days’ annual leave per annum, including bank holidays (pro-rated for part-time work based on a 35-hour full-time week). The Trust also allows employees to ‘buy’ additional annual leave in return for a proportionate salary reduction.
· Travel: Public transport in the area is limited, so a car adequately insured for business use or a bicycle would be needed for travel between Glenluce and Dunragit. The additional cost of car insurance for business use is reimbursed. There would also be occasional travel required within and outwith the wider Old Luce area. Travel within the working day or to sites outside the Old Luce area is reimbursed in line with HMRC guidelines.
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