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HALTON

BOROUGH COUNCIL




	PERSON SPECIFICATION


Job Title:
Community Centre Assistant

Directorate:
Enterprise, Community & Resources
Section:
Leisure Services

Grade:
HBC 2 
	MAIN PURPOSE OF THE JOB:

Acting as key holder, you will ensure that the premises are opened and closed, set up rooms with appropriate equipment according to users needs and maintain a clean and safe environment.  Provide excellent customer service, responding to customer requests and being an effective team member.
Have a flexible approach to carrying out duties, which fall within the grade and be available to cover shifts, which include morning’s afternoons, evenings and weekends.

	

	

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Education and Qualifications
	· Minimum of 3 GCSE’s including Maths & English or equivalent or ability to demonstrate relevant experience
	· First Aid

· Manual Handling

· Health and safety

· Food Hygiene
	Application form and interview



	Experience
	· Experience of working in a customer service environment
· Basic administrative tasks

· Basic knowledge of Health & Safety


	· Key holder responsibility
· Cash Handling
· Catering experience

· COSHH


	Application form and interview

	Skills and Abilities
	· Ability to work on own initiative with limited supervision

· Be an effective team member
· Good communication skills to be able to organise centre users and respond effectively to enquiries

· Good interpersonal skills to be able to respond to difficult situations in a calm and professional manner

	· Basic IT


	Application form and interview

	Other Requirements
	
	· Car driver
	Application form and interview




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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