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PERSON SPECIFICATION

	Post:
	Community Services Supervisor

	Job Family/
Grade/Level:
	CFUS 5B – Grade 5


	Summary 
of Role:


	Purpose
The operational management of local premises operated by Glasgow Life. Reporting to the Libraries & Communities Officer.

Key objectives
· Manage and motivate a team of staff providing frontline services within Glasgow Life ensuring effective and efficient workforce scheduling principles

· Ensure the compliance of all policies and procedures and standards are adhered too and initiate any corrective action. Oversee the premises security and demonstrate Health and Safety compliance and best practise ensuring the completion of all records and reports and respond to emergencies as required

· Actively contribute to audience development and community capacity building, including providing management with recommendations of programmes including learning programmes that will enhance local service delivery and engagement 

· Assist the organisation and management to reach key priority indicators and targets and link service priorities to local venue plans

· Ensure the ongoing engagement of existing customers, groups and partners and the wider local community to enhance and develop local service provision and facility access




	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
& Training
	Good ICT skills


	Educated to ECDL or equivalent


	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 Certificates



	Skills,  Knowledge & Competencies
	Excellent interpersonal and communication skills

Good literacy and numeracy skills

Excellent customer service skills

Previous supervisory experience 

Experience of operational management of premises
	Previous experience of working with the public 

Experience of partnership working


	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 Interview




	Other
	Ability to work on a flexible pattern of hours including weekend and evenings

Be able to work in locations within a hub and across the City.


	Positive, can-do attitude. 
	 FORMCHECKBOX 
 Interview
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