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WHY WE DO WHAT WE DO
As a local YMCA, we fully support the Vision of the YMCA Federation, which is “of an inclusive Christian 
movement transforming communities so that all young people can belong, contribute and thrive.”

As an inclusive Christian charity, YMCA Exeter is:
Christian:		 We are inspired by the example of Jesus Christ, and motivated by our shared experience of 	
			   God’s love and his transforming work in our own lives
Inclusive:		 We believe that every person is hugely valuable, so ensure our services are welcoming to all 	
			   wherever 	possible. We are grateful for the partnership and help of people and organisations 	
			   who support what we do regardless of whether they share our faith motivation.

Our Vision and Mission

Our Vision:	 is to see communities transformed into places characterised by love, joy, peace and 			 
			   hope where all young people can become everything they were created to be. 
Our Mission: 	 is to demonstrate Christ’s love through practical service that empowers young people and 	
			   their communities to flourish.

Our Values

The way we act at YMCA is characterised by five strong and distinctive values that flow from our Christian 
ethos:

We seek out: 	 We actively look for opportunities to make a transformative impact on young lives in the 		
			   communities where we work, and believe that every person is of equal value.
We welcome: 	We offer people the space they need to feel secure, respected, heard and valued; and we 		
			   always protect, trust, hope and persevere.
We inspire: 	 We strive to inspire each person we meet to nurture their body, mind and spirit, and to 		
			   realise their full potential in all they do.
We speak out: We stand up for young people, speak out on issues that affect their lives, and help 			 
			   them to find confidence in their own voice.
We serve others: We are committed to the wellbeing of the communities we serve and believe in the		
			    positive benefit of participation, locally and in the wider world.

Our Principles

At YMCA Exeter, we seek to model our lives and work on Christ’s life and his words, “Love the Lord your God 
with all your heart, and love your neighbour as yourself.” This means the following principles characterise 
all we do:

Faith: 		  We believe God deeply cares about us, our work and those we serve, so we trust him and 		
			   prayerfully seek his help in all we do.
Courage: 		 We will do all we can in God’s strength, challenging injustice and overcoming obstacles to 		
			   bring positive change in the communities we serve.
Excellence: 	 We will seek to provide the best possible service in every aspect of our work.
Service: 		  We want the way we treat our clients and the way we behave towards each other to be 		
			   characterised by an attitude of compassion and service.
Integrity: 	 We are committed to truthfulness, honesty, transparency and accountability in everything 	
			   we do.
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Person Specification 
Customer Service & Administration Facilitator 

(August 2021) 

 
1. PERSONAL QUALITIES 

 
Essential: 

• Personal commitment to the Christian faith, and to living out and promoting that faith in the 

workplace. 

• Fully supportive of, and committed to promoting and working in accordance with, the Christian 

ethos of YMCA as described in the Ethos Statement. 

• Committed to seeing the Christian faith expressed through effective and authentic social action, 

and through prayer for and with staff and service users. 

• Utterly trustworthy, particularly with regard to keeping commercial, personal and other sensitive 

information completely confidential. 

• Warm and welcoming manner. 

• Self-motivated, enthusiastic, self-disciplined and able to act on own initiative. 

• Committed to high professional standards. 

• Strong organisational ability and attention to detail. 

• Mature outlook and sound judgement. 

• Flexible and adaptable. 

• Good sense of humour. 

• Reliable and punctual. 

• Adaptable and able to learn new skills. 

 

2. KNOWLEDGE AND EXPERIENCE 
 

Essential: 

• Experience of providing customer focused services. 

• Ability to demonstrate key organisational skills both with respect to self and others. 

• Experience of using social media.  

 

Desirable: 

• Experience of engaging in Christian social action, whether frontline or in a supporting role. 

• Experience of planning and implementing new processes. 

 

3. QUALIFICATIONS AND TRAINING 
 

Essential: 

• GCSE grade C or above (or equivalent) in Maths and English Language 

• Able to demonstrate a commitment to continuous personal and professional development. 

• Willing to undertake training as required to attain relevant professional qualification. 

 

Desirable: 

• In possession of appropriate IT qualification. 
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SKILLS 
 

Essential: 

• Excellent organisational and time management skills, including ability to prioritise. 

• Excellent written communication skills, including excellent spelling and grammar. 

• Personable, with excellent interpersonal skills. 

• Excellent verbal communication, including excellent telephone manner. 

• Capable of utilising Microsoft Outlook, Word and Excel. 

• Good numeracy skills.  

• Good record keeping skills, with good attention to detail. 

• Good team player, able to relate to, listen to, and work positively with a diverse range of 

personalities. 

 

 

 

4. CIRCUMSTANCES 
 

Essential: 

• There will be some flexibility with regard to exact hours of work to fit personal circumstances. 
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Job Description 

CUSTOMER SERVICE & ADMIN FACILITATOR  

(August 2021) 

 

1. JOB TITLE:  CUSTOMER SERVICE & ADMIN FACILITATOR (South Molton) 

2. RESPONSIBLE TO: Community Development Coordinator  

3. JOB PURPOSE: To work with the community development coordinator to ensure the best possible 

customer service experience for community groups and centre users, through 

providing centre booking, social media and admin support, assisting with groups 

and providing a warm and friendly welcome to anyone who comes through the 

doors. This role is pivotal in ensuring our service users, stakeholders and partners 

receive the best possible first impression of the charity.  

4. ORGANISATIONAL CONTEXT 

The YMCA Exeter Group is a non-contractual grouping of 3 charitable organisations with a common 

Mission: “To work together with those we serve, particularly young people, demonstrating Christ’s love 

through practical service so that people and communities can flourish”. The members of the YMCA Exeter 

Group are: 

• YMCA Exeter Housing – providing safe and supported accommodation (currently 60 homes), 

principally for homeless young people in and around Exeter; 

• YMCA Exeter Community Projects – delivering a range of projects to serve children and young 

people in the local communities across Exeter and the northern half of Devon. Current projects 

include Children’s and families work, Mentoring Offenders, Youth and Schools’ projects, Mental 

Health and Emotional Wellbeing.  

• YMCA Centres (South Molton) – Set up in 2015 to own and manage the former DCC Youth Centre 

in South Molton, now a YMCA Centre serving the whole community; 

These organisations share leadership, central services (finance and central administrative functions), and 

premises in order to achieve greater effectiveness and efficiency in YMCA operations across the northern 

half of Devon.  

In all that the YMCA Exeter Group does, we seek to serve our service users, partner agencies and the 

general public in a way that practically demonstrates our clear Christian ethos, as set out in our Ethos 

Statement. This ethos inspires and informs all that we do as a Group, as member organisations, and as 

individuals within the organisations.  

The post holder is expected to uphold, promote, and live out the Christian ethos of the YMCA Exeter 

Group, and will be the lead representative of YMCA Exeter in North Devon. Since Christians and Churches 

are vitally important supporters of our work, donating both finance and volunteering time, developing 

partnerships with the local Christian community is a key part of this role. It is therefore an occupational 
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requirement under the terms of the Part 1 of Schedule 9 to the Equality Act 2010 that the post holder has 

a personal commitment to the Christian faith. 

6. MAIN DUTIES 

a) In accordance with the ethos of the organisation, demonstrate the love of Christ to YMCA clients, 

service users, staff, other agencies and members of the public by personal conduct, by the delivery 

of a high quality and effective service, by regular prayer within the staff team, and by responding 

positively to any opportunity that arises to explain the Christian faith and the ethos of the YMCA 

Exeter Group. 

b) To assist the Community Development Coordinator in the effective running of regular community 

sessions as agreed. 

c) To provide administrative support to the Team to help maximise its effectiveness. Tasks will include 

but not be limited to: 

• Assisting with booking enquiries  

• Arranging meetings and ordering stock; 

• Responding to email queries via the YMCA office inbox and assisting with social media 

accounts. 

• To assist with data entry and reporting as required. 

d) To assist with promoting YMCA events within own social and church circles, to assist in execution of 

events and Open Days, and to personally participate in some fundraising events as appropriate. 

e) To comply at all times with YMCA policies and procedures and regulatory and legislative 

requirements. 

f) To carry out any other duties within your capability, as delegated by your line manager. 

7. RELATIONSHIPS 

The post holder has the following key relationships within the organisation: 

Community Development Coordinator: The post holder reports directly to the CDM and works closely 

with them to deliver the charities aims. 

I confirm that I have been given a copy of this Job Description and accept responsibility for the duties 

described herein.   

Signed:    …………………………………….    Date:   ……………………………….. 
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