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 Wellspring Settlement
JOB DESCRIPTION
Job Title: 			Community & Partnership Development Manager
Salary:   			Scale H pts 34 –37 £35,302- £38,033 per annum pro rata
Contract Term: 		- 35 hours per week
- Please note this is an On-Site/Community Space role 
-  1 evening a week Wednesday 4.30pm - 9pm &
   Occasional weekend work. 

Responsible to: 		Deputy CEO: Head of Services 	
Management responsibility: 	Deputise appropriately for Deputy CEO: Services  
Community Hub
Community Projects 
Volunteers

Holiday: 		5 weeks (pro rata) per year plus all bank holidays 
Pension:   		Employees will be enrolled into the workplace pension if eligible.  

Purpose of the job:
The Community & Partnership Development Manager is responsible for the day‑to‑day leadership, planning, coordination, and development of Wellspring Settlements’ Community Hub and associated partnerships and services. 
The role ensures high‑quality delivery, strong internal collaboration, and meaningful community and partnership involvement across all activities. It leads staff, supports cross‑team working, builds local partnerships, and ensures services are trauma‑informed, person‑centred, and aligned with the organisation’s mission. The postholder also contributes to service development, the development of a partnership strategy, fundraising, and organisational events, and deputises for the Deputy CEO: Head of Services when required.   
Key Tasks and Responsibilities:
Specific Duties
To take responsibility for planning, developing and leading on a portfolio of community services working closely with other relevant staff to oversee the smooth running of daily service provisions ensuring all services are managed and management cover is in place across the week; deputise as needed for other service managers.  
Manage the day‑to‑day operations and ongoing development of the Community Hub and associated projects and partnerships, ensuring high‑quality delivery and a clear, accessible weekly programme of activities.
To drive service planning and development that is shaped by community insight and guided by organisational priorities, ensuring all projects are coherent, strategically aligned, and impactful in achieving the organisation’s aim.   
Oversee the smooth running of community services and projects, ensuring effective coordination across teams, partners, and shared spaces.
Ensure all in‑house and partner‑led activities are coordinated, trauma‑informed, and delivered in line with person‑centred and asset‑based community development principles.
Embed meaningful community engagement and participation across all work, ensuring local voices shape services and contribute to Wellspring Settlements’ wider mission and goals.
Support a culture of cross‑organisation collaboration that enables strong community involvement, participation, engagement, and volunteering and builds local partnerships that align with our mission.
Build strong, sustainable relationships with local communities to support the development of inclusive, welcoming, and high‑quality community spaces that reflect local needs, strengths, and diversity.
Work with hyper‑local partners to build and sustain strong relationships with tenants and community organisations, enhancing the overall service offer and increasing community benefit. Support the creation and improvement of the systems, policies, and mechanisms that enable effective partnership working, while maximising opportunities for community use of available spaces
[bookmark: _Int_Xi8u9HNC]Line-manage and support service coordinators and project leads within your service portfolio, ensuring individuals are supported to deliver outcomes effectively ensuring activities meet budget and contract requirements.
Support a culture of evaluation, learning, and continuous improvement, ensuring services meet expected quality standards and staff have the skills and competencies required for high‑quality delivery.
Deputise appropriately for the Deputy CEO: Head of Services when required.
Identify and develop initiatives that widen access to existing and new services and community offers.
Identify and develop initiatives that widen access to existing and new services/community offers and contribute to bid preparation and fundraising activity, working closely with the Deputy CEO: Services and the Finance Manager.
Support the development of new approaches, partnerships, and opportunities that strengthen the organisation’s impact and sustainability.
Promote consistent use of organisational monitoring, evaluation, impact, and data‑management tools, ensuring that funding reports, internal reports, and service‑delivery evidence are completed on time and presented in a clear, usable, and organisationally consistent format.

The following are things we expect to be part of everyone’s specific duties:
Work with a cross-organisation team to deliver a calendar of community events; gather community intelligence; look after buildings; share knowledge and skills to promote staff development.
Take an active role in internal communication - sharing appropriate information about what you are doing and community intelligence and engaging with information shared with you. Positive external communication appropriate to role – including advertising services and celebrating achievements
Team working, peer support, contribute to a culture of learning and curiosity: attend and contribute to team meetings, support each other's personal growth; supporting and attending training and staff development opportunities.
Be aware of organisational priorities and appropriately promote them / embody them through your work
To be aware of other Wellspring Settlement and local services, to refer people to the appropriate groups, services and opportunities.
Work in a trauma informed, asset based, person centred way.
Use autonomy and creativity to make and implement decisions commensurate with role and seniority.
General Duties:
To prepare, attend and actively participate in monthly supervision sessions including engaging in the monitoring and review of performance targets. 
To work within the policies and procedures of Wellspring Settlement and attend appropriate team meetings, training events and staff development days.
To communicate with staff, volunteers, service users and partners in a positive and effective manner.
To be familiar with and work within IT systems, policies and procedures and risk assessments and ensure that you are using them to support your work
At all times to work within and actively promote the Equity, Diversity and Inclusion policy of the Settlement.
At all times to be aware of the health and safety of colleagues, users, local people and self and to work within the health and safety policies of the Settlement.
Work flexibly in terms of responsibilities and working hours as required or directed, including occasional evening and weekend work, carrying out any duties as they arise which are consistent with the general character of the post.
Community Manager 
Person Specification
Applicants must demonstrate that they have the essential criteria in order to be shortlisted for interview.  Your application must show, in detail, how you meet the following essential criteria.
It would also be useful to add, in addition, details of how you meet any desirable criteria that may be listed.
	Essential Criteria:
	Desirable

	Experience & Knowledge

	

	Experience managing community services, programmes, or multi‑service environments.

	Experience working in diverse communities and building trusted relationships with local residents.


	Strong understanding of person‑centred, trauma‑informed, and asset‑based community development approaches.

	Experience facilitating community meetings, events, or participatory activities.

	Experience coordinating or managing staff, volunteers, or project teams
	

	Knowledge of partnership working with local organisations, statutory services, and community groups.

	


	Experience working in a community hub or multi‑agency setting.

	

	Experience managing budgets, contracts, or service performance requirements.

	

	Skills & Abilities

	

	Ability to lead, motivate, and support staff to deliver high‑quality services.

	Ability to coordinate multiple services and partners within shared spaces.

	Strong organisational and operational management skills, working in a solution focussed and problem-solving way.

	

	Excellent communication and relationship‑building skills with a wide range of stakeholders.

	

	Ability to build inclusive, welcoming, and safe community environments.

	

	Competency in IT 
	


	Personal Qualities
	

	Confidence working in a fast‑paced, community‑led environment.

	Passion for community empowerment and social justice.

	Passion for community empowerment and social justice.

	Reflective, learning‑oriented approach to service development.


	Collaborative, supportive, and adaptable working style.
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