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Position:			Dark Space Planetarium Manager
Reports to: 		Kirkcudbright Dark Space Ltd Board
Salary: 			£27,500 - £33,000
Hours:			Full Time (37.5hrs)
Location: 		Kirkcudbright, Dumfries and Galloway
Kirkcudbright Dark Space Limited is a charitable organisation that exists to connect and engage communities with the dark skies and STEM. We are based in Kirkcudbright, SW Scotland where we, in conjunction with our parent charity Kirkcudbright Development Trust, have successfully converted part of a former primary school and listed building into modern and vibrant visitor attraction.
Since opening the Kirkcudbright Dark Space Planetarium in July 2021 the huge positive response and high demand has been exciting and has also demonstrated a massive potential for growth as we continue to identify opportunities and needs of the community. With the future looking bright we are looking to employ a new manager to take the business of the Kirkcudbright Dark Space Planetarium forward.
The purpose of the role is to manage the Kirkcudbright Dark Space Planetarium’s existing business activities including programme development and centre operations management, and strategic planning. The role will require maintaining and increasing the efficiencies and success of the charitable organisation by coordinating business operations, programme development and delivery, communications and event management, monitoring and motivating centre staff, managing operational costs and contracts, fundraising, improving administration processes, and engaging and developing relationships with partners, stakeholders, and the community. 
We are looking for an all-rounder with experience of business management, programming and event management, fundraising, budget management, and administrative excellence. You will have a holistic understanding of the many elements that need to come together to make an engaging and successful creative, educational and community programme aligned with the purpose and values of Kirkcudbright Dark Space Planetarium. You will be part of a team working within an agile environment and will be comfortable liaising with community organisations and project partners. 
Main Duties and Responsibilities 
· Oversee daily business operations of Kirkcudbright Dark Space Planetarium 
· Manage exhibition and planetarium maintenance and ensure the exhibition material is kept relevant 
· Work creatively as part of a focused team to develop and manage programming at Kirkcudbright Dark Space Planetarium that is accessible to visitors and the local community 
· Manage the budget and ensure that the financial and operational targets are met
· Develop and deliver regular community-led programme opportunities
· Manage communications of Kirkcudbright Dark Space Planetarium’s activities 
· Maintain an effective network with community, education and partnership organisations 
· Oversee required training and development of staff and volunteers
· Represent the charity in discussions with charities and funding bodies providing financial backing
· Work independently and line manage the Planetarium team supporting Kirkcudbright Dark Space Planetarium operations 
· Fundraise through grant applications and investigate new streams of income generation
· Report to and work alongside the Dark Space Planetarium Board to ensure success of the charity
All Kirkcudbright Dark Space Planetarium staff are expected to 
· Perform their own general clerical duties including, but not limited to, typing, copying, mailing and filing 
· Ensure all current legislation including but not limited to GDPR and Health and Safety is followed at all times 
· Maintain confidentiality in all aspects of client, staff and agency information. 
· To attend conferences and other learning opportunities as required 
The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job. It is not an exhaustive list of all its detailed duties. As a term of your employment, you may be required to undertake such other duties as may reasonably be required of you in the post mentioned above. 
Kirkcudbright Dark Space Planetarium reserves the right to amend the Job Description in consultation with the employee. 
PERSON SPECIFICATION 
· Experience of managing multiple projects 
· Community engagement skills 
· Ability to lead, inspire, train, influence and motivate a team 
· Passion for STEM education
· Experience of representing an organisation to external partners 
· Evidence of numerical and finance skills and confidence working with money, sales and targets 
· Excellent verbal and written communication skills 
· Skilled listener with great people skills 
· High regard for customer care and service 
· Professional approach to all tasks and staff members at all times 
· A great personality and to be genuine, approachable and attentive 
· Commitment to and passion for the Kirkcudbright Dark Space Planetarium vision for connecting communities to our dark skies, raising STEM aspirations, and generating income for a charity 
· Current driving license 
· An interest in Astronomy
How to Apply 
Please submit a CV with a covering letter demonstrating your suitability for the role and how you meet the experience, skills and abilities required as set out in the Main Duties and Responsibilities. Email your application to office@darkspaceplanetarium.org by noon on 24th May. 
Please note initial interviews will be held on zoom during week beginning 29th May, with final interviews, for which a short presentation should be prepared, being held on the week beginning 5th June.
[image: ]Please also include the contact details of two referees, one of whom should be your current or most recent employer. 
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