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HALTON

BOROUGH COUNCIL




	JOB DESCRIPTION


Job Title:
Community Centre Assistant 

Job Ref. No:


Directorate:
Enterprise, Community and Resources
Section:
Leisure Services 

Responsible to:
Community Centres Manager

Reports to:
Community Centre Supervisor
Grade:
HBC 2

Hours of Work:
     25 Hrs per week
MAIN PURPOSE OF THE JOB:

Acting as key holder, you will ensure that the premises is opened and secured at appropriate times. Direct and supervise customers and deal with enquiries and complaints, reporting to the Community Centre Supervisor where necessary.

Set up rooms with appropriate equipment according to users needs and maintain a clean and safe environment.

Have a flexible approach work in any Community Centre in Halton, to carry out duties, which fall within the grade and be available to cover shifts, which include morning’s afternoons, evenings and weekends. 

KEY DUTIES AND RESPONSIBILITIES:

1. Lock/unlock the building, making sure that the building is secured and alarmed, to act as a key holder responding to alarm call outs from alarm monitoring providers and emergency services if required.

2. Clean designated areas both internally and externally and maintain the building to a high level of cleanliness.
3. Set up and dismantle equipment as and when required.
4. Assist customers and hirers with their enquiries.
5. Assist in the provision of catering services when required.
6. General administration and some cash handling.
7. Carry out routine health and safety checks, monitoring and reporting any defects.
8. Work as part of a team and carry out other duties including those of the same grade, providing such duties are within your competence.
9. Attend training, staff meetings and Council briefings as directed by the Centre coordinator.

Conditions

You must agree to undertake training that is identified during Employee Development Reviews.
Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expect all staff, workers and volunteers to share this commitment.
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