
   

 

Job description 

Job title: Charity Manager (Maternity Cover) 

Employer: Love Pudsey Charity 

Main purpose of job: Overall responsibility for the organisation’s staff, activities, finances and 

volunteer programme to ensure all projects and activities continue to run successfully. 

Key result areas/key tasks/main duties  

 

Finance and Fundraising 

Book Keeping 

Work closely with the treasurer to create reports for the board of trustees 

Monitor existing grants and develop new bids as appropriate to ensure current projects are 

adequately resourced, and new projects identified can be started.  

Working with the volunteer co-ordinator to organise fundraising events 

Maintain relationships with current tenants and promote further room rentals.  

 

Staff/Trustees 

Lead charity staff in the day to day running of the charity. 

HR responsibilities including staff welfare, recording work hours and leave and responding to issues, 

feedback and disciplinary procedures.  

Renew DBS checks for staff at appropriate time 

Organise regular Trustee meetings 

Create a report for each meeting and complete actions from meetings 

 

Volunteers/Groups/Programmes: 

Work with trustees and volunteer coordinator to maintain and develop the volunteer programme. 

Ensure that volunteers are kept up to date with developments within the charity 

Inspire volunteers and ensure that they feel valued 

Prepare report for the monthly Volunteer Steering Group and complete actions that arise  

Respond to any requests or issues from volunteers  



  

Complete DBS checks for appropriate volunteers 

Maintain and develop the Social Prescribing and Befriending programmes 

Work with Leeds City Council youth workers to run a weekly Youth Café on Wednesday evenings 

from 6:30 – 8:30 

 
Admin:  

Answer all enquires via email, phone, social media etc. 

Review policies and procedures to make sure they are up to date with legislation 

Follow procedures to report any incidents 

Promote the charity by updating the website and online timetable, updating social media platforms, 

promoting groups and events in local papers, creating printed materials and banners.  

Liaise with a range of local, public sector and funding partners to maintain and develop the network 

of active support for Pudsey Wellbeing Charity. 

 

Building Management 

Ensuring building is locked and the alarm set each night by liaising with nominated key holders 

Responding to maintenance issues and organising repairs 

Follow procedures to ensure that all health, safety, insurance and utility contracts are renewed on a 

yearly basis such as health and safety, insurance, utilities and cleaning.  

 

Responsible to (reporting relationship): Board of Trustees 

 

 


