JOB DESCRIPTION

	JOB TITLE:
	Facilities Assistant

	RESPONSIBLE TO:
	General Manager

	SALARY / GRADE/BENEFITS:
	£21,393 pro rata

	HOURS:
	20 hours per week – fixed contract till 31 March 2022

	LOCATION:
	Beacon Arts Centre

	CLOSING DATE:
	

	JOB PURPOSE

	To work closely with the General Manager to support the busy day to day operations of the arts and events programme at the Beacon
     

	KEY TASKS

	· To set up, service and clear rooms for a variety of events from meetings, parties and dance classes, workshops, and exhibitions
· To ensure the venue is presented to the highest standards thorough daily inspections, routine maintenance, and cleaning

· To provide caretaking duties in regard of the building security including opening and closing the venue 


	OTHER DUTIES

	· Engage in all aspects of safe and efficient working practices in line with Health & Safety at work legislation and the company’s health & Safety policy
· Carry out other duties that may be requested by the management team



	JOB/PERSON SPECIFICATION

	ESSENTIAL KNOWLEDGE/SKILLS/EXPERIENCE:

	· Experience of manual work including setting up of rooms for different functions with various layouts
· Working knowledge of Health & Safety

· Excellent customer service standards

· Team player

· A positive, proactive, and flexible approach to your work with a high degree of personal accountability 



	JOB/PERSON SPECIFICATION

	DESIRABLE KNOWLEDGE/SKILLS/EXPERIENCE:
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