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JOB DESCRIPTION

JOB TITLE:
Community Centre Assistant
GRADE:
NJC Spinal Column Point 5 £12.85 per hour

PLACE OF WORK:
Ketley Community Centre Buildings, Holyhead Road, Ketley,

or as directed

RESPONSIBLE TO:
Community Centre Manager
HOURS:
12 hours per week
NB: Normal hours of work will be Monday – Friday 16:00 – 22:00, Weekends 09:00 – 23:30, however the post holder will be required to work flexibly to meet the operational requirements of the Community Centre buildings including key holder duties for weekday opening and weekend and out of hours bookings or cleaning following weekend or evening bookings. 

DUTIES AND RESPONSIBILITIES

Supervision:


No supervisory duties (but may be required to supervise work experience or volunteers).

Bookings/Administration:

· Taking booking and general user enquiries as required
· Completing booking forms and taking payment, accounting for money received as required
· Assisting with maintaining daily booking
· Other routine administration
· Liaising with hirers/members of the public
· Setting out rooms for use
· Monitoring cleaning stock levels and for re-ordering as required.
Keyholding:

· Opening and closing Centre buildings and ensuring building is vacated and secured. Preparing furniture and rooms set up’s as required by Centre users. 
Cleaning:
· Regular cleaning of all areas of building, to include the use of standard cleaning materials and equipment (e.g. floor polisher)
· Sweeping/removing litter from areas immediately outside building
· Cleaning of toilet facilities and associated tasks required to achieve a high quality of cleanliness
· Cleaning of fixtures and fittings
· Sweeping, Mopping and Hoovering
· Waste disposal
· Floor polishing 
· Ensuring the safe use of chemicals, machinery and equipment when carrying out the cleaning function in line with current legislation, standards and Parish Council policies and procedures for Health and Safety and in accordance with training provided.
PERSON SPECIFICATION

Essential

· Excellent Cleaning Skills

· Good Customer service skills  

· Must be able to work Flexible hours including evenings and weekends

Desirable

· Trained or willingness to train in Health and Safety

· Trained or willingness to train in First Aid

Personal Attributes
· Trustworthy and reliable
· Good team worker

· Able to communicate effectively

Data Protection and Confidentiality

· During your employment you will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Act 1984
· To treat appropriate discussions and information received during the job as confidential
· During your employment you may see, hear or have access to, information on matters of a confidential nature relating to the work of the Parish Council. Under no circumstances should such information be divulged or passed on to any unauthorised person or organisation
Security

· To be a key-holder for the building and to open and close the Community Centre premises, including for out of Community Centre hours functions, maintenance, and emergency services as required
Training

· Be prepared to attend relevant training courses and meetings as required
Health and Safety:

· Observe and comply with Health and Safety Regulations applicable to the job including Manual Handling Regulations, COSHH etc
General:

· To undertake any other tasks, duties, and responsibilities as directed and appropriate to the grade and role of the post subject to any reasonable adjustments under the Equality Act 2010
· To work with colleagues as part of a team dedicated to ensuring the efficient running of the Community Centre
· To identify opportunities for efficiencies and improvements in the running of the Community Centre
· To identify opportunities for marketing and promoting the Community Centre and participate in activities to promote and facilitate use by the community
· To act in accordance with the Council’s Standing Orders and Code of Conduct and to comply with and support all Council policies including Equal Opportunities, Data Protection, and other relevant legislation.
Chairman: Councillor Eileen Callear





Community Centre Manager: Christian Smith


Ketley Community Centre, 


Holyhead Road, 


Ketley, Telford 


TF1 5AN


01952 612035


�HYPERLINK "mailto:Christian.smith@ketleyparishcouncil.gov.uk"�Christian.smith@ketleyparishcouncil.gov.uk� 


� HYPERLINK "http://www.ketleyparishcouncil.co.uk" ��www.ketleyparishcouncil.co.uk�
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