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Woodlands Workspace Co-ordinator (Maternity Cover) 

Woodlands Community is looking for a person with excellent communication, administration and 

marketing skills to manage the Community Meeting Room at Woodlands Workspace.  

Our Meeting Room is hired by a wide range of individuals, community groups and organisations as well 

as used by Woodlands Community for our own community events.  Activities in the building are 

principally focused on health and well-being, environmental protection and arts/crafts. 

The Workspace Co-ordinator acts as the first point of contacts for hirers, manages bookings via an 

online booking system and promotes activities at the building through both social media and printed 

resources. They also support a group of volunteers to run promotional activities and assists our Finance 

Manager to ensure payments for bookings are kept up to date. 

The successful candidate will have excellent IT and administrative skills, be able to manage a varied 

workload and be experienced in managing budgets and/or customer accounts. They will be able to 

communicate well with people from a range of different backgrounds, work flexibly within a small 

team and support volunteers to promote the work which we are doing.  

HOURS: 21 hours per week.  Some evening and weekend work is required. 

 

SALARY:  £25,643 (pro-rata) 

 

CONTRACT:  Post is offered on a fixed term contract, initially until 31st March 2020.  

Subject to our 2020/21 funding being confirmed the post is expected to be extended to cover the full 

maternity absence until 30th June 2020. 

HOLIDAY:  We offer an annual leave entitlement of 36 days per year (pro-rata). 

 

PENSION:   We offer a NEST Workplace Pension scheme. 

How to Apply 

Please email your CV and a covering letter to woodlandsrecruitment@gmail.com 

The Closing Date for applications is 5pm on Wednesday 24th July. 

Late applications will not be considered. 

Interviews are expected to take place on Tuesday 13th and/or Wednesday 14th August. 

For any queries about this vacancy please contact our Manager Tim Cowen on 0141 332 2656.   
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Job Description   

The Workspace Co-ordinator will: 

1. Act as first point of contact for individual, groups and organisations interested in hiring the 

Community Meeting Room at Woodlands Workspace. 

 

2. Administer bookings for the Workspace via our online booking calendar and ensure the booking 

calendar is kept up to date. 

 

3. Liaise with hirers about their requirements, including access to keys for opening and locking up. 

 

4. Ensure hirers are aware of their obligations relating to health and safety, security and good 

housekeeping. 

 

5. Issue invoices to hirers at the time bookings are confirmed and liaise with our Finance Manager re 

tracking payments for bookings. 

 

6. Produce weekly rotas of bookings and ensure that our website events calendar is kept up to date. 

 

7. Promote activities put on at the Workspace via social media, site notices and printed resources. 

 

8. Help our Manager to recruit a small group of volunteers to promote the work of Woodlands 

Community and work with the volunteers to plan and deliver a schedule of promotional activities. 

 

9. Assist our Manager with the promotion of our Woodlands Community friends scheme. 

 

10. Assist our Manager and Project Staff with the development and promotion of a Woodlands 

Community events programme at the Workspace. 

 

11. Assist as required at Woodlands Community events, including on some evenings and weekends. 

 

12. Alongside our Manager, oversee arrangements for cleaning of the building, organising a schedule 

for our cleaner and ensuring that stocks for the building are well maintained. 

 

13. Provide opportunities for hirers of the building to provide feedback about their experiences of 

using the building. 

 

14. Collect statistical data as required both for funders and WCDT Board of Management.  
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Person Specification   
 

Essential Criteria 

The successful candidate will: 

 

1. Have excellent communication skills, both written and verbal. 

2. Be systematic in their approach to their work and have a good attention to detail. 

3. Have excellent administrative and IT skills and be proficient in the use of Excel. 

4. Have marketing experience including of promoting activities via social media. 

5. Be able to work well as part of a small team. 

6. Be able to work well on their own initiative. 

7. Be able to manage a varied workload and meet deadlines. 

8. Have experience of supporting volunteers 

9. Be able to work well with people from a range of different backgrounds. 

10. Have experience of working in community settings. 

11. Have experience of managing budgets and/or dealing with customer accounts. 

12.  Have a flexible approach to their work and be able to work evenings and weekends. 

 

Desirable criteria. 

1. Familiar with using Mailchimp and/or other similar Marketing Platforms. 

2. Confident in creating and/or designing marketing materials. 

3. Have experience of managing a community building or other similar facilities. 

4. Have experience of organising and managing public events. 

5. Have an interest or background in one or more of the following areas:  arts, environment or 

health/well-being. 
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Working pattern  
 

This is a part-time post, offered 21 hours per week.  This post is suitable for flexible working 

arrangements. Some weekend and occasional evening working is required. There may be some 

occasions when the postholder will be required to be ‘on call’ for out of hours enquiries or 

emergencies.  

Our Community Meeting Room and temporary portacabin office are located at 66 Ashley Street, 

Glasgow, G3 6HW. Our portacabin office is currently accessed via a flight of stairs. We are actively 

pursuing options for improving disabled access via a stairlift. Occasional working from home is possible 

with prior agreement of line-manager and subject to requirements of post being able to be fulfilled 

from home.  

Woodlands Community is a Living Wage employer. 

 

Further Information 

 

For any queries about this post please contact our Manager, Tim Cowen on 0141 332 2656 

 

For more background information please visit our website www.woodlandscommunity.org.uk 

 
 

 

 
 

 

 

  

 

 

 

 

Woodlands Community Development Trust 

66 Ashley Street 

Glasgow 

G3 6HW 

Registered Charity SC008741 

http://www.woodlandscommunity.org.uk/
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About Woodlands Workspace 
Woodlands Workspace has seen us transform a derelict gap site that had lain empty for over 20 years 

into an exciting new community building. The Workspace is an innovative and inclusive space that both 

brings people together and supports local enterprise and learning.  

Since it opened, in October 2017, we have let the building out to local people to run their own 

activities. Rental rates start from as little as £6 per hour so as to be affordable to local people and 

grassroots community organisations. 

Over 160 different groups, individuals and organisations have hired the building since it opened. We 

have a mix of one-off bookings and regular hirers, private groups and public events. The space is used 7 

days per week.  

 

Activities range from mothers and toddlers groups, lacemakers, singing groups, dance rehearsals, yoga 

classes, training events, art exhibitions, writing workshops, support groups, meditation and chanting, 

climate change campaign meetings and even a wedding. 

Around 80% of our lets are community lets, but we also have a smaller number of voluntary sector, 

public sector and corporate hires. All proceeds from the building go to support our charitable activities, 

including Woodlands Community Garden and Woodlands Community Café.  

 

The Workspace has quickly become established as a much loved community resource:  

“Woodlands Workspace is a great addition to the community. As well as being affordable, it allows me 

to connect directly with my local community. After only a couple of months, I have established my 

weekly classes and have made many new friends.” 

“The Workspace has helped us get started without the risk of a large hire fee. We really appreciate the 

facilities - it seems well cared for and a lot of thought has gone into what people need.  We feel well 

looked after, it's a wonderful resource and it's great to know that it is part of a wider community 

project.” 

“Woodlands Workspace is a fantastic community facility, providing a bright and comfortable space for 

the workshops we've been running for children.  The fact that it’s both affordable and local, has been 

really beneficial by providing us with the opportunity to try out an idea and build up our audience in a 

sustainable way.”  

“Woodlands Workspace offer their facility at a very affordable rate which has allowed me to run my 

group weekly, for the general public, without due financial worry.  Woodlands Workspace is about 

community and bringing people together, serving together for the greater good of all. “ 

“Woodlands Workspace is a brilliant asset for the community.  It is economic, accessible, user friendly 

and in the heart of the community.  It allows people to make things happen for themselves.”   


