
 

 

 

 

 

 

JOB DESCRIPTION 
 

For the position of 

 

COMMUNITY MANAGER 

 

 

 

2020 

 

 

 

 

 

 

 



About Ikigai 

Ikigai is a beautifully curated collective of shared office spaces in Kenya. At Ikigai we cultivate an 
environment where meaningful human interactions are nurtured to encourage impactful and 
profitable connections between ideas, individuals and businesses. Ikigai is not just another shared 
office space but a place where community and the collective is at the heart of everything we do. At 
Ikigai, you have a beautiful and secure space to work from, social areas to connect with your peers 
and strangers to create fruitful relationships that help push your business forward, events and 
workshops in our tree-filled gardens or boardrooms and a coffee bar to keep you productive. 

Job Title: Community & Sales Manager (CM) 

Reports To: Chief Executive Officer 

Date: 2020 

Who we are 
looking for:  

The CM is the face of Ikigai whose primary focus is to cultivate a strong community 
across all our locations. 

You are the right person if you enjoy wearing many hats. You are a details person! 
You are the glue in your friends’ circle and people are always asking you for advice 
and love being around you! You love a busy environment and meet all your 
deadlines with ease and excellence! You are a tech-savvy social media junky who 
knows the difference between a router and a switch. You multitask better than 
anyone and prioritize like a genius. You are completely at home with data and 
provide incredible customer service at a moment’s notice, without missing a single 
data point. You. Love. People. 

The CM reports directly to the Chief Executive Officer (CEO). This job is a healthy 
mix of administrative management, community development, sales and facilities 
management. Everything you do will be in the interest of creating and sustaining 
an authentic and thriving community and business. Everything. 

Goals and 
Objectives:  

 
 Emulate Ikigai’s core values and strive to achieve our mission 
 Drives Sales of Ikigai products and services across locations 
 Ensure high quality, consistent service delivery across locations 
 Creating customer service standards across the entire organisation 
 Create a welcoming and collaborative community environment  

Key 
Responsibilities: 

 
 Managing the 1000 little details that go into running a membership-based 

office 
 Be the first and last point of contact for the Community team 

Member Management & Hospitality: 
 Design and implement an orientation program that allows members to easily 

follow the rules of the space, integrate into the community quickly and thrive 
 Create hospitality standards that are followed throughout the organisation 

that goes above and beyond member expectations and increases retention 
 Work on community initiatives designed to develop connections between 

members, including member introductions, event support and other 
innovative programs 



 Ensure that members feel cared for and connected to you, your team and 
other members of the space. This includes ensuring the spaces are clean, 
beautiful and organised for productivity and work, knowing what each 
member does for work and for fun and making connections between them. 
You are charming and tactful! 

 Solve member-related issues to ensure a cohesive, happy and vibrant 
community 

Driving Sales 

 Create and implement outreach, lead generation and sales conversion 
strategies to achieve revenue targets across locations with the support of your 
community associate and marketing team 

 Manage all leads across locations in the CRM pipeline and present forecasts 
to management 

 Tour and sell private office space to key corporate members. Negotiate 
private office licenses, orientate teams at the different locations and be their 
first point of contact. 

 Proactively engage existing members to understand their office needs and 
ensure member retention. Spot issues before they are brought to your 
attention and anticipate the needs and wants of your members  

 Present location performance reports, target attainment and forecasting to 
management 
You must present well and communicate clearly and effectively to upper 
management and internal departments. 

Community Team Management: 

 Building on and maintain team culture where we care deeply about the 
wellbeing and happiness of our team. Knowing who they are as individuals 
outside of work, the names of their siblings and children, what stresses them, 
motivates them and keeps them productive. You love working with people!  

 Developing your team by deeply understanding their passions and career 
objectives. Providing training to ensure they excel in their roles 

 Build trust across the organization and especially your team by being a good 
listener and inclusively soliciting input. 

 Willing to adjust course when appropriate new ideas or objections are raised.  
 Ensure regular touchpoints between the Community Associates and yourself 

to deeply understand the performance of each location and ensure revenue 
targets and expense limits are met. 

 Cover the front desk where and when required 

 
Events and Marketing Support: 
Working together with the events and marketing team to develop public facing 
events that raise awareness of our spaces, elevating the Ikigai and Roasted Truth 
brands in the market and developing member programming that enhances our 
members’ businesses, lifestyles, and our membership offering. 
 Provide insightful information to the marketing and events teams on members 

and memberships to allow regular, relevant and timely events to occur to 
build a strong community.  



 Provide relevant information on potential members, existing members and 
memberships to the marketing team to support them in creating relevant, 
timely marketing campaigns that sell our locations  

Building Operations and Management: 
Maintaining the facilities to the highest standards, allowing our members to feel 
pride in bringing their clients and investors into their office  
 Assist with building/site operations and maintenance to ensure highest level of 

member experience 
 Fielding and assigning requests submitted through the Ikigai app 
 Providing expense reports per location  
 Ensuring security standards are always upheld across locations 
 Understand and own the systems and processes that allow Ikigai to provide 

beautiful, wellness focused Coworking spaces 

Reporting 
Relationship(s) 

This role will report to the CEO. 

Education & 
Experience: 

Education  
Four years college degree a must 
MBA/MA- an advantage 
 
Experience and Requirements:  
 You possess a superhuman ability to judge character so you will be able to 

recruit great, community-minded members and will be tactful and 
diplomatic with every person who enquires about the space  

 Demonstrated experience in team management 
 You are punctual, professional, thorough, and entrepreneurial; you are a 

quick learning self-starter that works well in a fast-paced, start-up 
environment  

 You are highly organized and efficient with excellent time management skills 
and can prioritize tasks effectively when everything is happening at once  

 Experience in sales, hospitality, customer service and marketing an 
advantage 

 You do not just show up to work at the office, you own the office, taking pride 
in managing every little operational detail  

 You are collaborative and engaging and like to work as a team, you are also 
independent and get the job done. No matter what is required 

 You are adaptable and innovative; you own your mistakes and move on 

Essential Skills 
and 
Competencies: 

 Must have strong verbal and written communication skills 
 Exceptional organizational and multitasking skills. Exceptional 
 Highly detail-oriented.  
 You are a people person and people just love you! A lot. 
 Demonstrate integrity, dependability, responsibility, accountability, self-

awareness, work ethic, and empathy and professionalism 
 Passion for entrepreneurial communities 
 Passion and understanding for Ikigai’s mission and values 
 Proficient in basic computer skills 

 

Ikigai is as an Equal Opportunity Employer, is committed to nurture the growth and career 
development of its employees by providing an environment where opportunities for such growth are 
open and available on merit basis. 



 

The above statements are intended to describe the general nature and level of work being performed 
by the employee of this job. They are not intended to be an exhaustive list of all responsibilities and 
activities required of the position. 
 

  


