
 

Deputy Manager 

JOB DESCRIPTION 
 

 

Role:    Deputy Manager (New Role) 

Job purpose:  Play a leading role in delivering the Fordhall Community Land 

Initiative’s five-year strategy and to lead the day-to-day 

management of the core office team.  Drive an increase in turnover 

of the Fordhall enterprises (café, outside catering, wedding, yurt 

accommodation, meeting room). Oversee all marketing and 

communications within the organisation.  

Duration:  Minimum of 30 hours per week.  Some evening and weekend work 

will be required within reason.  

Salary:                Competitive according to skills and experience.  

Reporting to:               Fordhall Community Land Initiative Manager 

Staff management: Membership Support Officer, Accounts Manager, Enterprise 

Support Officer, Marketing and Communications Officer. 

Other key relationships: Office volunteers, Fordhall Board members 

 

BACKGROND TO THE FORDHALL COMMUNITY LAND INITIATIVE 

The Fordhall Community Land Initiative is a not-for-profit community owned society, which owns 

and utilises Fordhall Organic Farm in North Shropshire as an educational and social resource, 

promoting sustainable farming and healthy living. It raised an amazing £800,000 in 2006 through 

a high profile national press campaign to enable Fordhall Organic Farm to be purchased by its 

non-profit making shareholders, of which there are now over 8000 across 25 countries. This is 

now the first structure of its kind in England to place farmland into community ownership. The 

society was created by Charlotte and Ben Hollins, both in their early twenties, and has now 

developed into an exemplar project with wide reaching appeal and benefits.  

 

Our mission is, “To ensure Fordhall’s exemplar enterprise prospers and flourishes, proving that 

organic farming connected to the local community can offer a viable way of life for generations 

for come; allowing us all to live healthier, happier lives in harmony with Mother Nature.” 

KEY AREAS OF RESPONSIBILITY 

 

a) Office Management 

A key part of your role will be maintaining a smooth-running office. The Deputy Manager’s team  

is key to the success of all other projects at Fordhall. They provide the back-up administration 

support and are the first port of call for visitors, members and customers. You are responsible 

for ensuring the office provides this support at all times. Your role will include the following 

aspects:  

 

 To manage all office staff including but not exclusively comprising of: 

o Membership Support Officer (PT) 

o Accounts Manager (PT) 

o Enterprise Support officer (PT) 

o Marketing and Communications Officer (PT) 

o Office volunteers 



 

 Ensure the office team are adequately supporting all projects on the farm and that 

resources (financial and/or otherwise) are being used wisely and that standards are 

continually maintained (where they are unclear establish and implement appropriate 

quality standards). 

 Manage the development of the CRM database ensuring its potential is maximised and 

the FCLI is achieving value for money. 

 Ensure the correct systems are in place to build strong communication channels 

throughout the organisation (internally and externally). Ensuring the FCLI values are clearly 

communicated to all stakeholders and ensuring they are lived within the office 

environment. 

 Actively contribute to the improvement of procedures and processes within FCLI, including 

for measuring impact.  

 Offer day-to-day support to the FCLI Manager and to act up for the FCLI Manager in her 

absence. 

 Regularly review and appraise your team’s performance, review their development, and 
identity any support and training required to achieve their goals, targets and milestones.  

 Ensure your staff and volunteers are working in a safe, clean and tidy environment, 

providing a suitable place for them to work and a welcoming space for guests. 

 Ensure the FCLI is adhering to the new GDPR regulations at all times.  

 Manage IT within the office and relevant suppliers/utilities, which relate to the safe and 

smooth running of the office.  

 Turn you hand to anything that relates to office administration that is not explicit above, 

but which are required for successful running of the FCLI.  

 

b) Increasing trading and other income  

 Support the delivery of the FCLI’s strategy and business plans managing your own budget 

and that of your team, monitoring targets and implementing improvements as necessary. 

 Develop, propose and implement specific business plans to increase footfall and grow the 

income from Fordhall’s trading enterprises, including our café, outside catering, meeting 

room hire, courses and events, weddings/functions, use of the new straw bale 

bunkhouse, and from the on-site yurt accommodation.   

 Increase the capacity of the organisation through continuing and expanding existing 

projects and developing new initiatives.   

 Increase non-trading income for the organisation through legacies, donations, 

subscriptions, share purchases, Gift Aid and grants. 

 Ensure a happy, motivated office team and a supported work-force. 

 For the yurt accommodation specifically, you will manage the operation, development, 

maintenance and cleaning of our yurt accommodation, to ensure high standards are 

maintained, bookings are increased, and memorable and enjoyable experiences are 

created for visitors to Fordhall Farm. 

 

c) Oversee marketing and communications 

 Develop and oversee marketing and communication plans for Fordhall Community Land 

Initiatives enterprises, projects and other activities. 

 Lead on the delivery of key campaigns, including a legacy marketing campaign and other 

fundraising campaigns. 



 

 Oversee and support the work programme for the Marketing and Communications 

Officer. 

 

d) Board level support 

 To attend board meetings (usually held 4.30pm-6.30pm), 6 per year and sub group 

meetings (as required) to record and type up meeting minutes.  

 To prepare and circulate board papers and act as secretariat as required to members. 

 

e) Office Volunteers 

 To evaluate, amend and implement the organisation volunteer strategy 

 To ensure there is an up-to-date record of all volunteer details and volunteer hours. 

 To evaluate office volunteer opportunities and current placements to ensure they 

provide personal development opportunities and personal satisfaction to volunteers 

 

f) Legal Obligations 

 Manage activities, staff and volunteers to ensure that all legal (including Health and 

Safety and data protection) and contractual obligations are fully met in line with the 

FCLI’s Policies and Procedures, working with other staff/departments where appropriate.  

 

g) Contribute to the overall work of the Fordhall Community Land Initiative 

 Continually increase your knowledge of rural issues, farm life and the important links 

between food, health and sustainability, so that this can be passed on to others. 

 Implement in association with other staff members, innovative ways of increasing local 

and wider community involvement with Fordhall Farm with the aim of increasing 

awareness of the importance of food and farming. 

 We work as a team and as a result there may be tasks you are asked to do in other 

departments to enable the Fordhall to achieve its aims and objectives for the benefit of 

the community. As a small organisation this could be anything from cleaning the floor to 

moving sheep! 

 Play a leading role to ensure the FCLI remains an exemplar project within the sector.  

 

 

  



 

PERSON SPECIFICATION 

 

Essential Skills and Experience 

 Excellent organisational skills and evidence of an excellent ability to manage multiple 

tasks under pressure.  

 Experience of developing business and marketing strategies, and evidence of successful 

delivery.  

 Experience of successfully managing the performance of a team at a senior level. You 

must be personable and approachable in manner. 

 Business and finance management experience at a senior level including strategic 

planning, quality control, budgeting, process improvement. 

 Sales and marketing experience. Including the creation as well as implementation of 

successful business development ideas. 

 Experienced in using Microsoft Office packages especially Microsoft Excel, to a high level. 

 An enthusiasm and passion for the Fordhall values. 

 A passion for organic farming and/or sustainable development, showing a clear empathy 

towards the aims and objectives of the FCLI. Please see our website for further details.  

Desirable Skills/Experience 

 Experience of working in the charitable sector. 

 Experience of working in hospitality.  

 Health and safety training and management thereof. 

 Successfully completing grant applications. 

 Fundraising experience. 

 Experience of working with volunteers. 


