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Department:

	[bookmark: _GoBack]Sport & Recreation

	
	

	Section:
	Health & Wellbeing

	Location:
	Crosby Lakeside Adventure Centre 

	Post:
	Events & Activities Assistant

	Grade:
	Band A




	Responsible for:
	Safety of customers and staff, cleanliness of facility, general duties

	Responsible To:
	Operations Manager




Job Purpose:

	· To ensure that equipment is set up for conferences and activities.
· To provide supervision of customers ensuring a safe environment
· To prepare the facility ensuring high standards of presentation throughout.




Key Responsibilities

	1
	Assist with the delivery and preparation of conferences, meetings and events

	2
	Ensure all outside areas; including grounds / car parks/boat yard/terraces (roof, bistro and galley) are clear of litter and hazards.

	3
	Provide a welcome and relevant information for customers using the facility

	4
	Ensure all public areas are clean, clear of obstructions and free from litter, ensuring high cleaning standards are maintained.

	5
	To ensure that all equipment is in safe working order and report any defaults to an Operations Manager.

	6
	To carry out ad-hoc checks ensuring all users have appropriate membership.

	7
	Ensure the car parks are in good condition; including surface, fencing, barriers and markings and reporting any issues to an Operations Manager.

	8
	To ensure that vending machines are fully stocked as and when instructed by an Operations Manager.

	
	

	9
	Assist with the preparation of residential accommodation due to operational demand

	10
	All staff are responsible for the implementation for the health and safety procedures so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of health and safety arrangements relating to their work to ensure appropriate improvements are made when necessary.

	11
	Ensure all fire exists are closed and free from obstructions, both inside and out.

	12
	Assist the Operations Manager with receiving and appropriate secure storage of deliveries.

	13
	Assist the Operations Manager with stock taking and the ongoing replenishment of stock in the vending machines.

	14
	Assist the Operations Manager with routine health and safety checks and facility maintenance duties



Methods of Working:

The post holder will be expected to:
	1
	Adopt a participative and collaborative style of working, underpinned by strong interpersonal skills that enable team players to play their part within agreed timetables.

	2
	Undertake appropriate training associated with the duties of the post.



Management Arrangements

The post holder will be based at the Crosby Lakeside Adventure Centre and report to the Operations Manager on shift. 

Person Specification
(See attached guide).

General Conditions

1) The post will involve both evening and week-end work and work during unsociable hours
2)  A casual car user allowance is payable.
3) Due to the nature of the work involving vulnerable adults this post is exempt from the provision of the Rehabilitation Offenders Act 1974 by virtue of the ROA 1974.
4) 	The council operates a no-smoking policy.
5) 	This job description is a representative document.  Other reasonably similar duties may be allocated from time to time, commensurate with the general character and grading of the post.

6) 	All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.

7) 	The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

8) 	Since confidential information is involved with the duties of this post, the post holder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

9) The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.

	Prepared by:
	Mike Woodruff

	Designation:
	General Manager

	Date:
	14th January 2015.



image1.png
Sefton Council ¥

www.sefton.gov.uk




