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CENTRE SUPPORT WORKER (RECEPTION/ROOM HIRE) 
APPLICATION PACK
Closing date:

Monday 29th August 2022
Shortlisting:            
Tuesday 30th August 2022
Interview date: 
Friday 2nd September 2022

Job Title:  

Centre Support Worker 

             

Reception, Room Hire (Morning Shift) 

Reporting to: 
Centre Manager
Responsible for: 
Reception/room hire volunteers 
Salary: 

£20,359 pro rata (£10.41 per hour)
Hours:
25 hours per week (part time)
Annual Leave: 
28 days per year plus public holidays (pro rata for part time hours)
Location: 

The Vinery Centre, 20 Vinery Terrace, Leeds LS9 9 LU
This role is very varied and the postholder will need to work flexibly and co-operatively with the centre support worker who covers the afternoon shift. The two shifts overlap and so both post holders will need to be willing to pick up each others tasks if needed. You will be a keyholder and expected to be flexible to provide cover as needed.
Purpose of the role

To provide friendly and professional reception and room hire support and work as part of a team to ensure the smooth running of the Vinery Centre.
Reception service:
· Answering phones, transferring calls, taking messages, welcoming visitors to centre
· Dealing with incoming post  

· Keeping reception area clean and tidy, including hoovering entry mats as needed, cleaning reception desk, sweeping and mopping reception floor as needed 

· Making sure leaflets and posters in display boards are kept in date and tidy

· Keep bookcase tidy

· Check info@ email inbox – deal with room hire enquiries; forward to relevant departments if clear; leave more complicated inquiries for administrator/centre manager to deal with 

· Dealing with lost property  

Room Hire Service:
· Deal with inquiries for room hire – liaise with Centre Manager for non-standard bookings

· Follow room hire procedures and processes

· Put room bookings on Harlequin and ensure paperwork completed as required

· Set up electronic folder for new bookings and add to master spreadsheet 

· Follow up Purchase orders for room bookings 

· Room set up – includes quick clean of spaces if needed following any previous meetings (including first thing in the morning following evening meetings)
· Looking after room hire resources (cups, urns, jugs, crockery etc, and IT equipment such as laptops, TV’s, remotes, extension leads) ensure everything is correctly put away 
· Regular check that work/activity space toilets in reasonable condition; clean as required and replenish stocks as required 

· Keep room hirers areas tidy, replenishing stocks of tea/coffee, emptying bins, wiping tables down 

· Sourcing and Ordering items for centre support (including doing Purchase orders) – including for cleaning products, teas/coffees, biscuits, food for buffets
· Preparing food - buffets, baking cakes, toasties, as needed for room hirers
· Collect and record feedback from room hirers 
· Taking payments and providing receipts 
· Food prep for buffets as needed including planning menus, food ordering 
· Prepare room hire information for invoicing – monthly 

· First Aid Kit checks quarterly 

· Look after reception and room hire volunteers
Other tasks when providing cover for colleagues

· Support for weekly and monthly maintenance checks and preventative checks 

· Support for party bookings 
· Hand overs and liaising with cleaners
General:
· You will be a Key Holder and be able to act as Fire Lead as required and provide back up cover as needed

· Leeds Mencap is committed to safeguarding all children, young people and adults at risk of harm.  We expect all staff and volunteers to fully share and demonstrate this commitment. 

· Adhere to all Health & Safety, Safeguarding and Data Protection requirements

· Undertake other duties appropriate to the role as required

JOB TITLE:  
CENTRE SUPPORT WORKER 

Person Specification
In order to fulfil the requirements of the post, applicants will need to be able to demonstrate the following skills and experience. Candidates will only be short listed for interview if they can demonstrate in their application that they can, or have the potential, to meet the criteria (essential criteria are marked (e) and desirable criteria are marked (d)). Transferrable skills and experience gained in either a paid or voluntary capacity are all considered.
	Criteria
	Essential/

Desirable

	Experience
	

	At least 2 year’s experience in a customer facing role 
	E

	Experience of providing a basic food service 
	D

	Experience of providing practical support such as cleaning, basic repairs 
	D

	Experience of working in a role that has a lot of competing demands 
	E

	Skills
	

	Clear communicator in writing and verbally
	E

	Administration and organisational skills
	E

	Ability to work as part of a team with colleagues and partners
	E

	Proficient in the use of MS Office applications, Word, Excel & Outlook and able to produce word documents, update spreadsheet and deal with e-mails 
	E

	Ability to deal with payments 
	D

	Customer service skills 
	E

	Knowledge
	

	GCSE level maths and English or equivalent 
	E

	Basic Food Hygiene Certificate 
	D

	Understanding of Health and Safety requirements
	D

	Understanding of Data Protection requirements
	D

	Understanding Safeguarding requirements
	D

	Competence and understanding of IT and phone systems.
	E

	Understanding of learning disability
	D

	Understanding of voluntary sector/not for profit organisations
	D

	Other Requirements 
	

	Commitment to the values of the organisation 
	E

	Flexibility in hours to meet operational needs 
	E

	Physically able to meet the demands of the room hire activities which includes moving chairs and tables 
	D


