Job Description
& Person Specification
Head of Centre, Woodrow High House
November 2016

Accountable to:

Director of Residential Centres

Responsible for:

Development Manager, Facilities Manager, Senior Instructors x 2,
Sports Centre Manager

Location:

Woodrow High House, Cherry Lane, Amersham, Bucks HP7 0QG

An introduction to London Youth
London Youth is a network of diverse community youth organisations serving young people of
all backgrounds right across the capital.
Our mission is to support and challenge young people to become the best they can be.
Our vision is that all young Londoners grow up healthy, able to navigate a fulfilling career and
make a positive contribution in their communities.
We support them to develop the confidence, resilience and relationship skills they need to do
this, delivering with and through our network of community youth organisations and at our two
residential centres. We work with all young people but place a particular emphasis on those who
wouldn’t otherwise have access to the kind of opportunities we offer.
Because good youth work works.
We deliver our mission through four strategic objectives:





Membership Development – Developing, training, connecting and quality assuring our
membership network to deliver good youth work.
Opportunity – Creating a broad and inclusive range of quality opportunities for young
people in social action, sports development, employability and outdoor education.
Voice – Ensuring our expertise and the on-the-ground voices of youth workers and
young people are reflected in public policy, practice and opinion.
Best we can be – Being the best we can be ourselves; fundraising effectively, financially
robust and a great place to work

And we strive to act in line with our four simple principles:





Honesty – about what works (and what doesn’t ) and we learn from our mistakes
Collaboration – with each other, young people, our members, and the world beyond
Improvement – committed to continual improvement
Fun – because we think people learn best when enjoying themselves
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Why work for London Youth…?
Our most recent Employee Survey revealed…





99% staff want to contribute to London Youth’s success
92% staff feel they can ask questions when they do not understand something
91% staff enjoy their job
95% staff are proud of the work we deliver

About Woodrow High House
Woodrow High House is a beautiful and easily accessible location for children and young
people to develop and learn. We work with around 9,000 young visitors each year. The site is
made up of a 110 bed residential centre, a sports centre with astro pitch, sports hall and
swimming pool and 25 acres of grounds including outdoor activity equipment, woodland and
fields. London Youth has owned and operated Woodrow since 1945, delivering intense and
memorable experiences for youngsters and their adult group leaders.
The long history of youthwork at this location stretches from its opening in 1946 and the first
ever Duke of Edinburgh Award expedition in 1957, through to recent years hosting residential
visits from the National Citizen Service national youth board and a meeting of the regional Big
Lottery funded Talent Match projects from around the country. Throughout that period, we’ve
offered the Centre as an outstanding location for our network of member youth organisations to
make the most of. We have great access to London, being positioned just outside Amersham,
with its underground and overground train services.
The residential centre is used predominantly by school groups during term time weekdays, while
weekends and holidays play host to London Youth member organisations and other youth
organisations from across the country. Our team of instructors delivers personal development
focusing on confidence, resilience and relationship skills, while the residential experience is fully
catered by our kitchen staff in the comfortable and supportive surroundings of the grade II listed
manor house.
The Sports Centre was built in 1998. The pool is used by visitors to the house and the local
community, whether through private hire sessions or the 900+ local children who attend the
Swim School that we run weekly during term-time. The sports hall and astro pitch facilities are
likewise used by residential guests and the local community.

The Team
The Head of Centre is supported by the Facilities Manager who looks after the health and safety
aspects of the whole site and provides support in terms of planning and budgeting for
maintenance and capital expenditure. They are in turn supported by a team of facilities
assistants and housekeepers.
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The House team comprises a Development Manager (responsible for all residential centre sales
income and marketing, supported by an administrator and bookkeeper), two Senior Instructors
and an Assistant Senior Instructor (responsible for all operational delivery, including group
activity programming and training and leading the instructor team).
The Sports Centre has a dedicated manager who in turn has an immediate team of three staff
who look after sales and duty manager shifts. Together they manage the team of lifeguards and
swimming teachers.
The whole team numbers around 50 individuals, including instructors, housekeeping and
maintenance, swimming teachers and lifeguards. The catering service is outsourced to a
contractor.

The Role
The vacancy has arisen following the former Head of Centre being promoted to Director of
Residential Centres, overseeing both our residential centres. You would be supported by them
in this role.
The post requires an exceptional all-rounder who can manage and oversee complex operations,
while at the same time leading and inspiring their team, controlling financial risk and being alive
to sales and marketing opportunities.
We are looking for someone with enthusiasm, energy and management experience to take the
Centre forward and ensure there is a programme of continuous improvement that will elevate
the status of Woodrow High House. You will ensure that the centre is as welcoming and
relevant today to our network of London Youth members as ever before, while continuing to
nurture the visitors we have from schools, other youth charities and the local community.
Woodrow High House is an integral part of London Youth. The Head of Centre is a crucial
member of London Youth’s Leadership Team and valuable peer to the Head of Centre at our
other residential centre, Hindleap Warren.
The post offers excellent opportunities to lead and inspire a committed operational team and
deliver an annual plan and budget worth over £1.3m.

Job Description
Main duties of the role

Approximate %
allocation

1. Team leadership
Provide leadership, support and guidance to the Woodrow team, setting
and reviewing progress against clear objectives, engaging with their
personal development and setting the cultural tone by bringing London
Youth’s values to life.

30%
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Encouraging the team to work closely with the team at our other centre,
Hindleap Warren, and ensure that knowledge and ideas are shared and
worked on together and that standards and visitor experiences are
comparable.
2. Driving sales income and controlling expenditure
Proven ability to set and control an operational budget, forecast
accurately and make sound financial decisions.
Ensure demanding sales targets are met or exceeded by the sales and
development team, in the context of a growth strategy.
Identify and maximise potential new markets and sales opportunities,
focusing on strategic areas such as higher levels of engagement with
London Youth’s membership network.
3. Best practice in safety and safeguarding
Act as the designated person for safeguarding at Woodrow (training
provided where necessary).
Ensure that all practices at Woodrow are safe and in line with London
Youth’s safety and safeguarding policies, and that all necessary written
Risk Assessments and Operating Procedures are complete,
implemented and regularly reviewed.
Ensure that all statutory requirements are met – e.g. Health & Safety,
Environmental Health, RIDDOR.
Ensure all external inspection regimes are managed and that all action
points are implemented.
Sign off on the reporting of accidents, incidents and near-misses.
4. High quality delivery and excellent customer service
Identify and develop new and existing activities that meet the
experiential needs of visiting groups, being alive to continuous
improvement of the Woodrow offer.
Ensure that excellent customer service is at the forefront for all
Woodrow staff, maintaining high standards across sales, operations,
housekeeping, maintenance and catering, in both the Sports Centre and
Residential Centre.
Ensure that any feedback received from customers is addressed
properly and productively in the spirit of continuous improvement.
Ensure Woodrow is an inclusive venue with a delivery team well
equipped in best practice towards a diverse range of young people,
some with disabilities.
5. Learning Outcomes
Ensure Woodrow programmes support, challenge and develop all young
people in line with our Journey of Change.
Ensure Woodrow collates impact and process data to the organisational
standard and implements learning.
6. Oversight of maintenance and capital development
Ensure the implementation of a five year cyclical maintenance
programme.
For any major developments, work closely with architects, surveyors and
other professionals to ensure a high standard of project management.

25%

15%

15%

5%

10%
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Corporate Responsibilities
Planning and budgeting
 Drawing up annual plans and budgets
 Managing performance within the planning and budgeting framework
 To ensure the effective day to day financial management – working very closely with the
Head of Finance
 Reporting regularly on actual versus planned performance
 Providing monthly forecast outturn figures
People
 Recruiting and inducting staff for your team as necessary
 Ensuring all your staff are suitably developed, supported, appraised and managed
 Identifying staff development needs and ensure they are met
 Being responsible for the overall effective management of the staff team including dealing
in the first instance with any grievances and disciplinary matters
 Preparing thoroughly for one to one meetings and annual appraisal with your line manager
 Taking responsibility for your ongoing professional development
Corporate development
 Understanding and supporting the vision, mission and aims of London Youth
 Contributing to the formulation and delivery of London Youth’s strategic development
plans
 Serving on the Leadership Team
 Committed to and actively promotes London Youth’s policy and procedures to value and
respect diversity and inclusion in all aspects of their duties and working relationships
 Managing resources to the highest professional standards and act as a custodian of best
practice
 Maintaining awareness of your own and others’ Health and Safety, and comply with
London Youth’s Health and Safety and Safeguarding policies
 Undertaking other duties as may be reasonably requested within the responsibilities of the
post

Person Specification
Skills, experience and knowledge

Successful management of a complex budget
Demonstrable experience of developing and leading
successful teams
Demonstrable experience of tackling people issues
within the team, promptly and effectively
Demonstrable experience of collaborative
development and delivery of an operational plan –
achieving this with your team

Essential
(E)
Desirable
(D)
E
E

Demonstrated at
Application (A)
Interview (I)
Selection Test (T)
A/T/I
A/I

E

A/I

E

A/I
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Ability to achieve demanding targets personally and
with a team
Experience of communicating in a range of settings
in the written and spoken word from senior
management to the customer
Sound IT skills – experienced in the use of Microsoft
Office (Word, Powerpoint, Excel and Outlook)
Experience of working or volunteering with young
people and basic concepts of safeguarding
Experience of working in outdoor education, a
residential setting and/or leisure
Experience of leading a management team

E

A/I

E

A/T

E
D

A/I

D

A

D

A/I

D

A

D

A

E

A/I

E
E
E
E

A/T
I
A/I
A/I

E
E

I/T
I

E

I

D

A/I

Qualifications

Educated to degree level or equivalent
qualification/experience
Relevant qualifications in management, project
management, outdoor education, youth work and/or
leisure
Personal attributes

Passionate and demonstrably committed to
improving the lives of young people
Strong on attention to detail
Independence and resilience
Strong leadership skills
Absolute discretion and ability to maintain
confidentiality
Willingness to learn new skills
Ability to work in a changing and flexible
organisation
Willingness/ability to work occasional evenings and
weekends on a rota
Passionate and demonstrably committed to
improving the lives of young Londoners

Terms and Conditions
Salary:
Hours:
Leave:

£42,454 per annum
40 hours per week (includes working on average one weekend a month on a rota
with the operations team)
39 days per annum including bank holidays

Accommodation is not provided with the role. Private rental accommodation may be available
on site if of interest.
If you would like to ask any questions about the role or process, please contact the Director of
Residential Centres, Martin Curtis, on 07766 410 110 or by martin.curtis@londonyouth.org.
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