
 

 

JOB DESCRIPTION 
 

Youth Centre Manager  
 

Job Title Youth Centre Manager Department Sweatbox 

Reporting to Deputy Headteacher Grade 11 

Hours per 
week 

18.5 

Hours of 
Work 

Flexible Weeks per Year 41 

 
RESPONSIBLE TO: Deputy Headteacher 
 
INTRODUCTION 
The performance of all the duties and responsibilities shown below will be under the reasonable direction of 
the Headteacher; and the Deputy Headteacher, or other Senior Manager if appropriate, will be mindful of 
his/her duty to ensure that the employee has a reasonable workload and sufficient support to carry out the 
duties of the post. 
 
This job description will be reviewed as least annually and any changes will be subject to consultation.  The 
school’s Grievance procedure will be used to resolve any dispute arising out of the job description.  Other 
relevant policies may be the County Council’s Stress at Work Policy and the Dignity at Work Policy. 
 
King Alfred’s is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. 
 
Responsibilities as Youth Centre Manager 
 
Principal responsibilities: 
 
The purpose of the post of Youth Centre Manager is to promote positive relationships between Youth work 
staff and young people based on trust, respect and the belief that young people should be equally partners 
in identifying and implementing services that meet the needs of the local community. 
 
The Youth Centre Manager will maintain and develop the highest quality youth provision via the Sweatbox 
Youth Centre, focusing on young people between the ages of 11-19 and ensure effective working 
relationships with colleagues at King Alfred’s Academy and wider services to meet the needs of young people. 
 
 



 
Youth Work – leading and managing the operation of the Sweatbox Youth centre 
To assess the needs of young people within our local community and develop strategies to meet these needs. 
 
To ensure that a variety of approaches are implemented to meet these needs; to include the Sweatbox Youth 
centre, Beatbox, TOPAZ, young carers and outreach work. 
 
Overseeing and leading on young people’s voice and ensuring there are mechanisms in place for doing this.  
 
Supporting the to take an active role in the development and implementation of youth work services and 
encouraging them to represent young people’s views in the wider community. 
 
Develop a programme of activities and events for YP and targeted work in line with needs and wants of YP. 
 
Staffing and line management 
To lead on the recruitment of paid staff and volunteer staff. 
 
To ensure staffing levels are appropriate and compliant at all times. 
 
To effectively oversee the line management of the paid staff team and the volunteer team such that youth 
work provision is safe, engaging and well managed in all aspects and staff are clear on their role and 
responsibilities. 
 
To support and supervise Sweatbox staff in their work with young people and ensure there are appropriate 
channels for them to seek guidance and support where necessary.  
 
To ensure that line management systems are in place and that all paid staff engage with the ‘support staff 
Annual Review process. 
 
To ensure that both paid staff and support staff have access to appropriate, timely and good quality 
continued professional development. 
 
Ensuring that the Sweatbox Youth centre is Compliant and safe for young people 
To ensure that all tasks, procedures and practices used within the Sweatbox Youth Service are compliant with 
Academy policies. In particular: 
 

 Oversee the health and safety aspects of running the Youth Centre 

 Safeguarding Young People who access the provision 

 Ensuring the Sweatbox Youth Service provides equal opportunity for all stakeholders 

 Ensuring that data protection and GDPR practices are compliant 
 
To agree annual and monthly budget reporting processes with the VAT fiancé team 
To monitor and manage the budget and finance of provision in a sustainable and accurate way 
To take reasonable steps to manage the revenue and expenditure across Youth Centre activities throughout 
the financial year to ensure the service operates within agreed budget levels. 
 
To produce a detailed and accurate report for the benefit of all benefactors at the end of each financial year. 
 
 
 



 
Strategy and community engagement 
Working with wider community partners to ensure there is effective partnership working within the locality. 
 
To work with Wantage Town Council (WTC) and Grove Parish Council (GPC) to secure funding to support 
Youth work provision each financial year. 
 
To identify, liaise and lead on grant applications with a range of other potential funding sources across a 
range of sectors to secure specific funding where appropriate to support Youth work initiatives. 
 
To make sure that local and national developments in youth work practice are embedded in Sweatbox Youth 
Centre provision. 
 
Additional Responsibilities 
To support the operation of the Inclusion Hub service within King Alfred’s academy. 
 
To liaise with Academy pastoral staff to ensure support services are well integrated and professionals work 
closely together for the benefit of our Young People. 
 
GENERAL RESPONSIBILITIES 
 
All staff employed by King Alfred’s Academy are expected to work within the following policies and 
procedures: 
 
Safeguarding: 
Ensure that all Child protection policies are adhered to and concerns are raised in accordance with these 
policies 
 
Health and Safety: 
Taking appropriate responsibility for one’s own health, safety and welfare and the health and safety of pupils, 
visitors and work colleagues in accordance with the requirements of legislation and locally-adopted policies; 
including taking responsibility for raising concerns with an appropriate manager. 
 
Security and data protection: 
Work within the confines of the Data Protection Act and to take appropriate measures to ensure the security 
and confidentiality of data 
 
SELECTION CRITERIA:  
 

 
SPECIFICATION 
(Job Related) 

 
ESSENTIAL 

 
DESIRABLE 
 

Education JNC qualification or equivalent Supervision training, experience 
of managing budgets, Health and 
safety for managers, DSL training 

Experience Management of a Youth Centre.  
Face-to-Face youth work in a 
variety of settings 
Interagency work 
Working within local communities 

Managing staff 
Delivering Youth work training 
Working with management 
committees 
 



 
Ability to demonstrate and strong 
commitment to working with 
young people and an 
understanding of the factors that 
affect their lives 
Experience of delivering support 
to young people in a range of 
context 

Skills Ability to initiate and sustain 
projects 
Ability to engage with a range of 
people 
Ability to manage conflict 
Ability to write and present 
written report or applications and 
communicate these to a range of 
audiences 
Ability to plan, manage and 
evaluate youth work provision 

Computer literate 
Ability to share a passion or 
interest with a range of young 
people 

Knowledge Health and safety  
Safeguarding practice 

Firs Aid certificate 
Knowledge of national 
developments in youth work 
Knowledge of administrative and 
school information systems 

Personal Qualities Self-motivated 
Dynamic 
Able to empower young people 
Patience, tolerance and flexibility 
Creative problem solver 
Willingness to try new things  
 

 

 

 
 


