	Devon and Cornwall Refugee Support (DCRS)

Role Description: Building Administrator

Responsible to: Chief Executive Officer
Responsible for: Service Users, Volunteers, Students, Licensees and Tenant Organisations
Salary: £26,228.00 per annum
Hours: 37.5 Hours per week with 0.5 hour daily unpaid lunch break. 
Contract: 1 Year Fixed Term Contract with a 6-month probation period. 


	

	Introduction
	DCRS is turning a venue into a community centre called Common Ground @swarthmore. This space will house all DCRS’s services alongside Plymouth Vineyard and Children’s Storehouse Project, The Olive Project, LawStop and Trauma Foundation SouthWest who are underletting from DCRS. 

The venue has a large hall that sits 150 people, a smaller hall that will be turned into a cafe in the next 18 months, a large industrial sized kitchen and a large studio space that seats around 80 people. These spaces will be available to rent to the community based on a booking system we are developing. 

We want this space to be a community asset whilst also serving our collective organisational purposes for our beneficiaries which will connect people in a safe, welcoming environment. You will be the first person they see as they enter this space. 

	Main function of the Job
	The Building Administrator will be responsible for the day-to-day operation, administration, and smooth running of the Common Ground Community Centre. You will act as a key point of contact for building users. 
You will provide a warm and professional welcome, manage room bookings, venue hire and the entrance space, entrances, support volunteers, and ensure the centre remains a safe, inclusive, and well-maintained environment.
You will oversee facilities management, health and safety compliance, building security, maintenance coordination, and administrative systems. 

	Main Duties and responsibilities:
	· Provide a warm, professional and inclusive welcome to all visitors, clients, volunteers, staff, tenants and community centre users, acting as the first point of contact.
· Ensure the efficient use of building resources and contribute to the smooth day-to-day operation of the community centre: manage reception and front-of-house services, answer telephone calls, handling enquiries, coordinating visitors, and maintaining accurate sign-in/out and access procedures.
· Coordinate room bookings, community hires and use of the building, ensuring users receive excellent service and comply with relevant terms and conditions.
· Ensure the community centre is safe, secure, clean and well-maintained, carrying out routine maintenance tasks and reporting and managing repairs where required.
· Act as a keyholder, responsible for opening and closing the building and maintaining site security.
· Support compliance with health and safety, fire safety, COSHH, first aid, food hygiene and other requirements. Help to maintain policies, procedures and records.
· Work collaboratively with and support volunteers, including helping to ensure reception services are effectively staffed and delivered.
· Build and maintain positive relationships with community partners, suppliers and external organisations to support the centre's activities and services.
· Manage inventory, stock levels and supplies, including ordering resources and coordinating donations where required.
· Ensure security of the building and facilities.
· Maintain confidentiality and comply with organisational policies relating to safeguarding, data management, finance and professional conduct.
· Promote equality, diversity, inclusion and anti-discriminatory practice in all aspects of the role.

Undertake other duties and responsibilities as agreed with your line manager.


	Skills, knowledge and qualities:
	Essential Criteria:
· Good standard of secondary education (GCSE or equivalent) with strong literacy and numeracy skills
· Experience of working with vulnerable people, marginalised communities and a variety of cultures whose first language may not be English. Knowledge, awareness and understanding of cultural backgrounds of those we serve. Commitment to DCRS values (found on our website). 
· Excellent verbal, interpersonal and written communication skills.
· Ability to empathise, build trust, and to stay calm in conflict situations.
· Strong IT skills and experience using Microsoft Office, Team and Outlook.
· Extremely well organised and accountable for your own behaviour, actions and workload.
· Understanding of requirements relating to building administration, building compliance regulations, including working under Safeguarding, Equality, GDPR and Health and Safety legislation.
· Experience working in a busy office working environment. 
Desirable Criteria:

· NVQ Level 3 or Diploma in Business Administration, Office Management or Facilities Management. 
· Speak an additional language such as Arabic, Farsi, Kurdish Sorani, Ahmaric, Tigrinya or Pashto.
· Lived or learnt experience of migration. 




