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Cricket for Change – Cricket Centre Manager
Cricket for Change

· Cricket for Change use the game of cricket to change young lives

· The charity is the world leader in its field and works in London and internationally with a range of partners including the Metropolitan Police, Comic Relief, UNICEF and the International Cricket Council.

· It is the charity’s 30th anniversary in 2011 and this is your opportunity to play an important part in this exciting period of growth
Job Purpose
· To manage the Cricket for Change (C4C) Cricket Centre, based at Plough Lane, Wallington (near to Croydon), so that the activities run there deliver a service in line with the organisation’s objectives as well as meet the income target set. 
· To manage the C4C office so that it delivers an effective administrative and financial support service. 
· To oversee the administration of the Charity so that it meet the requirements of the Charity commissioners and rules of good governance.
Job Specification
1. To promote the Cricket Centre and develop and maintain partnerships to achieve bookings that met the income target set.
2. To take bookings for events such as parties, training and cricket events and then manage these events at the Cricket Centre by running the bar, organising staffing and arranging cleaning, etc.
3.  To be the designated premises supervisor for the licence for the C4C Cricket Centre and to exercise these responsibilities wisely. To be responsible for the ordering of stock and running of the bar and to work behind the bar when necessary.
4. To oversee the maintenance of the Cricket Centre and Indoor School and undertake straightforward jobs yourself, e.g. light bulb replacement, rubbish clearance and clearing up after events.
5. To oversee the booking and maintenance of the cricket pitch and outfield and ground. To build close working relationships with the clubs using the Cricket Centre.
6. To be responsible for Health and Safety risk assessments at the Cricket Centre and to ensure that these are followed.
7. To arrange the maintenance of burglar and fire alarms and the appropriate staff training. To be the person who has to come out to investigate out of hours if alarm is activated.
8. To oversee the running of the C4C office. To ensure that phone is answered efficiently, mail and e-mails dealt with, and administrative support provided as required. To ensure the office is kept clean and tidy.
9. To manage the day to day finances of C4C, i.e. arrange to pay invoices, draw up invoices, receive monies and deposit at bank. Keep a record of incoming and outgoing cash using SAGE. To manage and pay staff expenses in accordance with expenses policy. To liaise with the charity’s book keeper.
10. To manage the work of an administrative assistant, cleaner and other temporary staff.
11. To provide information to payroll for the correct payment of staff salaries.
12. To manage Trustee meetings by agreeing and distributing agenda, arranging for minutes to be taken and ensuring that good governance principles are followed.

Person Specification

The successful applicant will:

1. Love sport and be passionate about how it can be used to make lives better.

2. Be an experienced manager who can manage people, finance and administration systems.

3. An good understanding of marketing principles and initiatives
4. Able to manage staff and set boundaries with other staff over use of the Cricket Centre so that it runs smoothly.

5. Have a pride in things being clean and tidy and ordered.

6. Have experience at running events.

7. Live locally and have own car so you can come out when required, e.g. if the burglar alarm is activated and for organised events at the Cricket Centre
8. Have an understanding of the issues involved in managing a bar and events.

9. Ideally you will have experience of grass maintenance possibly from own lawn and or the maintenance of a cricket square.
10. Understand how to promote the Cricket Centre.
Reports to 

· Reports to Chief Executive with dotted line to the Charity’s Treasurer
Terms

· Salary £25,000  per annum

· Based at The Cricket Centre, Plough Lane, Wallington, nr. Croydon, Surrey, SM6 8JQ

· Must be able to be work flexibly to include regular Friday and Saturday night work. 
· Successful applicant ideally to live within 15 minutes from the Cricket Centre

· Must be prepared to be main person called out if burglar alarm goes off out of hours.
· Holiday four weeks per annum plus a week at Christmas.
*The closing date for applications is Friday 10th September 2010   

*Interview Date will be Monday 20th September 2010
*Applicants are asked to send their CV with a covering letter explaining why they are interested in the post to office@cricketforchange.org.uk 

*For more information about the charity please go to www.cricketforchange.org.uk
