
Upper Eskdale Development Group 

Job Description - Operational and Development Manager with 

marketing skills. 
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Overview of the organisation and the role of the position 

The Upper Eskdale Development Group (UEDG) is a registered company and a charity, number: 
SC043890.  The Eskdalemuir Community Hub and Old School Café is the base for the organisation, 
with the main objectives (as identified within its Constitution), being carried out at the Hub.  This is 
mainly done through social, educational and recreational events & workshops for the small local 
community (circa 250) and the wider communities around about. 

 

The Object of the (UEDG) is: 

To promote any charitable purpose for the benefit of the Community, within the civil Parish of 
Eskdalemuir. In particular, to achieve this through sustainable development, the advancement of 
environmental protection, the relief of poverty, and the provision of recreational facilities. In addition, 
by providing learning and training opportunities, access to arts and culture, and promoting personal 
well-being. 
 
The Hub is an excellent resource (a 6 year old Lottery-funded attractively built centre) with a shop, 
café, bar, art gallery, playground and rooms for hire.  Activities taking place include film nights, music 
events, writing and singing workshops, talks, ceilidhs and lunch groups, with the aim of improving 
the conditions of life for this remote, increasingly aged community.  We promote and develop 
volunteering opportunities that are in keeping with our aims and objectives and which also help 
provide a sustainable future for the Hub.  All these are also available to the wider community and 
beyond. 

As an experienced, flexible and motivated Operational and Development Manager your role would 
be to have an overview of the workings of the Hub and the needs of the Community, with the aim of 
fulfilling those needs through optimizing the use of the UEDG and its facilities. 

Ideally you should have some previous experience in community projects, demonstrable capability 
in community engagement, project delivery, leadership, and an excellent communicator with 
influencing / negotiation skills. 

The post holder should also be confident, self-motivated and able to work with members of the 
community at all levels without supervision. 

 

Operational and Development Manager:  Job Summary 

1. Proactively manage day-to-day operations of all facilities, to ensure the smooth and efficient 
running of the Eskdalemuir Community Hub. 
 

2. Taking the results of the recent Survey, coordinate the development of any projects found to be 
needed, in order to improve the conditions of the community and ensure the UEDG continues to 
meet their needs and wishes. 
 

3. Promote the area and the facilities at the Hub to a wider audience, building partnerships with 
local tourism and heritage groups and an increased number and types of groups of users in order 
to increase the footfall through the Hub and improve on its sustainability. 

 
4. Make applications from grant providers, as needed. 

 

The Post: Under the guidance of the UEDG Board: 

1. Ensure that all Hub management is being carried out correctly by staff and volunteers and that 
policies and procedures are being adhered to. 
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2. Provide marketing for the Eskdalemuir Hub, the area and the activities of the UEDG, in 
collaboration with and as a member of the Events Sub-Committee. 

This will involve:  

• Working closely with staff and volunteers 

• Developing a marketing campaign with the UEDG Board. 

• Increasing the use of the Hub and its facilities with the aim of increasing revenue by £20K 
per annum. 

Principle duties and responsibilities:  

1. Work closely with the Board and the Sub-Committees of UEDG and attend meetings as and 
when necessary. 
 

2. Ensure that all regular management and administrative activities are carried out. 
 

3. Develop the use of social media and advertise the Hub, its events and the area, through the use 
of Facebook, Instagram and other social media sights. 
 

4. Coordinate the delivery of information to those who do not use social media or have internet 
access, via telephone, mail or deliveries done by volunteers. 
 

5. Ensure that all entries are up to date and correct, including café menus etc. 
   

6. Arrange the update of the Website. 
 

7. Write and distribute press releases, produce promotional materials, posters (for in-house events) 
and leaflets within given budget. 
 

8. Ensure that comments on Trip Advisor and Facebook are responded to. 
 

9. Develop partnerships, links etc. for the Hub’s marketing and promotion. 
 

10. Promote any activities at the Hub or in the Valley that would encourage visitors to come to the 
area, include Walking, Cycling and Motorcycling. 
 

11. Explore and use Mailchimp and Eventbrite when appropriate.  
 

12. Coordinate public bookings and community events at the Hub & elsewhere in the community. 
 

13. Train volunteers in social media & publicity. 

 

The following should be taken into account 

• Make use of volunteer help wherever possible. 

• Using the current brand style in marketing to maintain consistency, though this could be 
developed. 

• Consulting the board or relevant sub-committees to take forward any new action or 
change. 

• The importance of the co-ordination, collaboration and communication of all involved in 
the building and its activities including staff and volunteers.   

• The importance of coordinating with activities taking place at other venues within the 
valley. 

• The importance of communication to all involved of bookings by the public as well as 
community activities at the Hub, so that these are coordinated.   

• The interests and needs of the local community and the larger community if involved in 
planning events. 
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Summary of Main Terms and Conditions, working hours and environment  

These details are for information only and are subject to confirmation. They do not constitute a 
contractual agreement. A full contract of employment will be issued to the successful applicant on 
appointment.  

Fixed term contract for one year though there is a distinct possibility that one of the grant providers 
for this post, would extend their support beyond the year. 

30 hours per week (excluding breaks) worked flexibly during the opening hours of the Hub 
including evenings, weekends and bank holidays when needed. Hours will vary by season with 
time off in lieu of evenings/weekends worked by arrangement with the Board of Directors.  

Based in the Eskdalemuir Community Hub; essential office equipment will be provided. Some 
travelling will be involved. Full driving licence and use of car essential.  

Salary £25k, (inclusive of contributions & national insurance) experience dependent, paid monthly 
in arrears.  

Overtime is not available. 

20 days paid annual holidays + public holidays to be taken by arrangement with the Board. Notice 
period – 1 week either way within first month, thereafter 1 month.  

Probationary period – 3 months. 

Sick pay: there is no employer scheme, only statutory sick pay.  

Expenses: reasonable travel / subsistence expenses will be paid when carrying out agreed Trust 
business.  

The Post holder will be subject to enhanced disclosure. 

 

Applicants should include their CV and list their certifications and technical skills. 

Two references are required. 

 

 


