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JOB DESCRIPTION

POST: Facility Supervisor (casual role)
GRADE:   London Living Wage £10.55 per hour. 
RESPONSIBLE TO: Officer Manager
WORK HOURS: Casual (weekend and evening shifts when required)
	DUTIES AND RESPONSIBILITIES


· To confidently supervise the running operation of the Resource Centre for weekend and evening room hires. 
· To take responsibility for coordinating room set-up for customers of our conference, training and meeting facilities and liaising with customers.
· To act as the first port of call to customers, including provision of services and ensuring that troubleshooting issues are dealt with promptly.
· To welcome customers to the venue and ensure they are looked after during their visit.
· To provide technical support for customers, including wifi connection and AV equipment. 
· To take responsibility for the calm and efficient evacuation of the entire venue in the event of an emergency.  
· To ensure the effective, professional and efficient running of VAI’s facilities, concentrating throughout on maintaining high levels of customer satisfaction.  
· To ensure the rooms and facilities are cleaned after use and returned to original set-up.
ADDITIONAL:
 

· At all times carrying out responsibilities/duties within the framework of VAI’s equal opportunities and other policies.

· To undertake such other reasonable tasks as may, from time to time, be deemed appropriate. 

· The post holder is expected to be committed to VAI’s core values of fairness, effectiveness and transparency and to demonstrate this commitment in the way they carry out their duties.
· Ensure that duties are undertaken with due regard and compliance with the Data Protection Act and other legislation.

· Carry out duties and responsibilities in accordance with VAI’s Health and Safety Policy and relevant Health and Safety legislation.
PERSON SPECIFICATION

The person specification is a picture of skills, knowledge and experience required to carry out the job.  It has been used to draw up the advert and will also be used in the short-listing and interview process for this post.  

	Designation: Duty Manager
	Grade: 

	ESSENTIAL REQUIREMENTS

	EDUCATION and EXPERIENCE

	E1 
	Experience of providing high standards of customer service

	E2 
	Experience of front of house role 

	KNOWLEDGE, SKILLS and ABILITY

	E3 
	Ability to coordinate room set-up and prioritise competing demands from customers

	E4 
	Excellent written and verbal communication skills

	E5 
	A good understanding of customer care

	E6 
	Ability to work independently

	E7 
	Ability to plan ahead, be proactive and use initiative

	E8 
	Ability to assume fire warden role and evacuate entire building, if needed

	E9 
	Flexible and able to respond rapidly to constantly changing priorities

	E10 
	Able to work when required, evenings and weekends by prior arrangement

	E11 
	Ability to deal with basic IT troubleshooting issues

	E12 
	An understanding of and commitment to equal opportunities and the implications for this role

	E13 
	Ability to propose, schedule and supervise emergency maintenance work, if needed

	DESIRABLE REQUIREMENTS Desirable 

	E14 
	First aid trained

	E15 
	Experience working in the voluntary sector

	E16 
	Experience of building/facility management
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