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	Role Title
	Community Manager


	Salary
	£30,000


	Location
	Cardiff Arms Park and/or other locations as appropriate to the role


	Hours of Work
	35 hrs per week

You will be expected to work additional hours to meet the requirements of your position including where your role requires you to work on match days


	Responsible to
	Cardiff Rugby Community Foundation Director


	Contractual Status
	Permanent


	Role Summary
	Aid and assist the Cardiff Rugby Community Foundation by overseeing day to day management of community rugby officers and workstreams. Maintain excellent working relationships with key partners. Create, monitor and review delivery programmes.


	Key Relationships (subject to change)
	· Work closely with community foundation rugby officers and other departments within Cardiff Rugby
· Form excellent working relationships with Schools and Higher Education establishments such as colleges and Universities
· Work alongside unitary authority members of staff
· Work closely with WRU staff


	Key Responsibilities, Tasks and Experience 
	· Day to day administration and management of community staff
· Experience line managing employees, overseeing and implementing individual KPI’s
· Ability to build and maintain professional, trusting and working relationships with key stakeholders and employees
· Manage and maintain a record of staff qualifications, DBS & training needs.
· Manage match day community activation, staffing and all community events.
· Work with the Community Foundation Director to manage workstreams in line with key partners and sponsors requirements
· Experience creating, developing, maintaining and evaluating core work programmes 
· Manage relationships with partner schools, external organisations and commercial clients
· Represent Community in department meetings
· Experience in working with and recruiting volunteers, creating a sustainable volunteer recruitment strategy of community coaches
· Budget management of casual staff
· Gather and maintain such data as may be required for monitoring the effectiveness of the Foundation programmes and to report this as required
· Contribute to the development and maintenance of a safe and inclusive working environment in all places of work, including through compliance with policies relating to health and safety, equality, safeguarding, confidentiality, social media and data protection (as per CRCF setting requirements)
· Excellent working knowledge of Microsoft Office Suite
· Excellent planning and organisational skills, managing multiple workstreams, with the ability to problem solve and adapt 



 


The Role description is subject to change pending review by the role holder and their line manager.
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