
 
 

 
Role: Social Centre Administrator 
Reporting to: Chair of Trustees/Treasurer 
Role type: Permanent 
Hours: 10 hours per week 
Salary: £13.00 per hour 
 
Purpose: 

 
To manage the day to day running of the Social Centre. 

 
Introduction 
Northchurch Social Centre first opened its doors in 1969, and for 50 years has been 
the largest hall and set of meeting places in northern Berkhamsted.  The centre 
originally served the local village, but over time has drawn in users from 
Berkhamsted and a wider ten mile radius. Today there are 15 regular user groups in 
the hall who amount to 500 individual regular users, not counting the 200+ users 
from Northchurch Baptist Church. 
 
In 2016 the running of the Social Centre was effectively handed over to Northchurch 
Baptist Church.  After an initial period of relationship forming and governance 
streamlining, the trustees of the Social Centre wish to engage more deeply with the 
community around the Social Centre, in order to increase usage and serve the 
needs of the local community better. 
 
This is a new phase in the life of the Social Centre, which will include a major 
redevelopment of the centre in the next few years.   
 
The Administrator role is central to the Social Centre and provides the day to day 
face of the Centre to hirers, enquirers and all types of user.  It requires someone who 
is highly organised, computer literate, flexible and approachable. As well as 
overseeing bookings the role also encompasses financial record keeping and 
organising maintenance. 
 
 
Responsibilities 

• Receiving and managing phone, email and face to face enquiries for hall 
bookings. 

• Handing out and receiving back keys to hirers. 
• Checking the premises are safe and operable on a daily basis. 
• Keeping the online bookings systems up to date and complete, including 

oversight of online and card payments. 
• Input of information to the financial management system (Xero). 
• Managing cheque and online payments transactions with hirers and suppliers. 
• Raising invoices. 
• Banking cheques and occasional petty cash. 



• Handling other routine administration including insurance and utilities. 
• Ensuring regular health and safety actions take place including but not limited 

to weekly fire escape door checks, weekly fire, smoke and CO2 alarm checks 
and annual PAT testing and fire extinguisher checks. 

• Any other responsibilities that are required from time to time to help the centre 
to run smoothly. 

 
Outputs, measures and outcomes 

• Successfully arranged bookings. 
• Accurate financial record keeping and management. 

 
 
Candidate profile 
 
Essential: 

• Organised with good administration skills. 
• Flexible – we are a small charity where everyone helps out when needed, 

plus we are about to start a buildings development project. 
• Positive outlook, approachable and friendly – you will be the face of the Social 

Centre. 
• Ability to work independently.  The Social Centre is a busy place but the staff 

team comprises of only three part time workers, including this one.   
• Good communication skills. 
• Computer literate with experience using MS Office and online banking. 

 
Desirable: 

• Previous use of Xero or similar accounting systems. 
• Live locally in Berkhamsted. 

 
 
Applications 
 
To apply, please send you CV and a covering letter to Mark Kitson at 
mark@northcurch-social-centre.co.uk. The closing date for applications is 5pm on 
Wednesday 17th July. Interviews will take place on the week commencing Monday 
22nd July. 
 
 


