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Open Workshop Coordinator 

Part-time (equivalent to three days) £15,000 self-employed one-year contract 

 

Would you like to join Jangling Space’s cooperative where people make beautiful products, that 

in turn help people connect with each other?  

 

We are looking for a community-minded Coordinator to be responsible for the overall running of 

our workshop. The Open Workshop Coordinators’ role is to organise the production of our 

unique place-based products (currently stained glass).  The successful candidate will be able to 

enhance people’s involvement in the making process, meet our shared values in connecting and 

welcoming all people into our cooperative - and manage people in accord with our Manifesto.  

Candidates will have the most success if they have a background in teaching, creativity, or retail 

management. The Coordinator has responsibilities that will include supervising volunteers.  Your 

knowledge of the local area and community would be of benefit, and if you have an interest in 

making, creativity and the importance of this to community development – we would like that 

very much. 

 

Person Specification 

The successful applicant will be: 

▪ Creative!  Happy to coordinate and run the Jangling Space Open Workshops – based in 

our shopfront in Shawlands Arcade, Glasgow.   

▪ Outstanding at maintaining shop condition and visual merchandising standards 

▪ Developing strategies to raise our membership, expand store traffic and optimise making 

and sharing of skills 

▪ Experienced in a related field such as teaching, retail or creativity 

▪ Possessing ‘customer’ management skills – for our members and buyers, reporting on 

making trends, ‘customer’ needs etc 

▪ Community minded as our overall ambition is to build community.  Propose innovative 

ideas to increase community involvement 

▪ Able to deal with all issues that arise from members, volunteers or ‘customers’ (complaints, 

grievances etc) 

▪ Team players with a sense of humour, who value and empower their teammates. 

▪ Systems thinkers who see each problem as an invitation to improve the organisation. 

▪ Health & Safety aware as well as clean and tidy. 

▪ Digitally literate so you’ll have to use office software to keep everything running smoothly. 

▪ Proactive developers of our production technology and systems. 

▪ Self-carers and self-developers who understand that you can’t do much if you’re not 

looking after yourself and improving your skill set. 

▪ Committed to co-operative working principles and to becoming a full member of the co-op 

for at least a year and ideally much longer. 

▪ Always work in line with our Values and Manifesto 

▪ Up for discussing any additional duties as required 
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Job Description 

● Being responsible for ‘front-of-house’ when on duty, welcoming people and customers 

into Jangling Space and clearly communicating our aims to all. 

● Making stained glass and other products (training provided) and training new makers. 

● Using/developing standardised procedures to make products. 

● Supervising long term members/volunteers to maintain production quality and quantities. 

● Hosting short term members/volunteers and inducting them into the procedures.  

● Ensuring the production area is a suitable work space and member wellbeing is looked 

after. 

● Maintaining compliance with health, safety and hygiene standards. 

● Undertaking the raw materials inventory and purchasing supplies. 

● Checking production emails. 

● Production budgeting with the Director/s. 

● Organising regular meetings with members and attending Cooperative wide meetings. 

● Maintaining prompt and sustained communication with other cooperative members, 

including sales and primary production, in order to facilitate smooth flow of information 

and support cooperative operations and planning. 

● Work with the Director/s to improve the efficiency and output of the production process 

in terms of equipment, setup and process. 

 

Hours 

21 working hours per week on site. We will need you to be on duty (or have organised volunteer 

cover) for the Open Workshops which currently run on Friday/Saturday/Sunday 1-4pm and 

Monday 5-8pm.  

Pay 

This is a self-employed role. 

The salary for this position is £15,000 (£25,000 pro rata based on a 35 hour week). 

 

If you’re interested please explain how your skills and experience could meet the person 

specification in your cover letter, which can be sent, along with your CV to 

info@janglingspace.org by Friday the 15th of March 2019.  

 

Interviews will be held asap – we would prefer someone able to start immediately.  
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