
Circular Malton & Norton CIC 

Role Description 

High Street Hub Lead 
Purpose: To ensure the smooth day-to-day running of the Hub, creating a welcoming, well-organised 
space that inspires visitors and supports volunteers. 

Key Responsibilities: 

All responsibilities of Inspire to Act Champion and Digital Operator and additionally 
• Health & Safety Lead and ensure all follow protocol at all times 
• Ensure the Hub is open safely, welcoming, and ready for visitors 
• In Hub responsibility for all volunteers and customers on days when no Board member present 
• Coordinate sufficient volunteer and management cover for Hub days open and minimum 3 people 

per day. Resolve contingency cover if gap. 
• Support shop activity, events, and workshops 
• Coordinate customer commissioning/upcycling items and aligning upcycler proposal, informing 

customer of quote and securing waiver and full sign off of proposal. Raise payment of deposit and 
record. Overseeing customer delight. 

• Work in partnership with Programme Co-ordinator, to plan and schedule Hub use and activities 
• Support Directors in recruiting, conducting inductions and coordinating volunteers 
• Ensure Health & Safety procedures are followed 
• Maintain a clean, safe and organised environment including rubbish collection at end of week 
• Support communications and promotion 
• Keep basic records of visitors, sales, and activities 
• Upload availability accurately and monthly in advance on Sling scheduling system or provide timely 

information for Hub Lead to upload 
 

Skills & Attributes: 

• Strong communication, engagement and people skills 
• Experience working with and inspiring teams or volunteers 
• Health & Safety approach 
• Organised and able to manage multiple tasks 
• Interest in sustainability and community action 
• Calm under pressure, proactive and practical approach 
 
Key Expectations:  
 

♥ Meeting role responsibilities consistently 
♥ Forward planning of availability and commitment to meet planned dates and times 
♥ Behaviours reflect and uphold the CMN values with customers and colleagues 
♥ Inclusive and respect for all, especially diverse from oneself 
♥ Customer and colleague delight outcomes 
♥ Safe and Responsible with tools, workspace and colleagues 
♥ Willingness to learn Retailing regulations (eg labelling and sale of goods) 
♥ Follow safeguarding policy 



Circular Malton & Norton CIC 
 

Key Terms 
 
 Fixed term contract 
 To and including December 2027 (may be extended, but currently linked to specific 

fund) 
 1 day /7 hours/ week 
 £15/ hour plus contributory pension 
 28 days holiday pro rata so 5.6 days per annum 
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