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Job Description

Department: Health & Wellbeing


Location: Netherton Activity Centre

Division: Older People
Post: Operations Assistant

Grade: C
-----------------------------------------------------------------------------------------------------------------

Responsible to: Duty Manager, Senior Operations Manager.

Responsible for:  To assist the Operations Manager in the day to day running of the Centre, and in the provision of a service to meet the needs of the local community.

Duties to Include:

Health, safety and well being of customers, customer supervisions, operation and cleanliness of the facility in order to provide a service which meets the needs of the local community.

Main Duties:

1. To ensure the well being of customers, making sure that all activities are adequately supervised and to ensure the health & safety of customers and staff.

2. The provision of reception and cashier duties, including ensuring that all monies received are correctly dealt with in accordance with the Councils Financial Regulations, dealing with public enquiries for information and requests to book Centre facilities and receiving deliveries of supplies and equipment and ensuring their safe storage.

3. To set up / take down equipment for events / activities that all equipment is in safe working order and that health and Safety procedures are adhered to at all times having due regard to the safety of the public including checking and updating inventories and reporting all damages and losses.

4. Maintain a professional and courteous approach to all users, ensuring that the uniform provided is worn and is clean and tide, at all times.

5. To ensure the premises are controlled and monitored to the required standard and ensuring compliance with Health & Safety at work Regulations.

6. To achievement and maintenance of the required standard of first aid proficiency and to attend such courses and meeting as deemed necessary,

7. The provision of ad hoc cleaning within the Centre and its surrounds as and when required to ensure the building is and attractive to users.

8. To assist in the development/promotion/organisation of events/activities of the Centre to the local community.

9. To undertake other duties not specified above which are appropriate to the level and general responsibilities of the post.

10. Not to divulge sensitive information to persons not in the employ of the council.  This job description describes the general duties of the post, which are necessary for the efficient operation of the department in meeting its operational objectives.
Organisation Structure (see chart)
Principal Operations Manager
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                                                            Senior Operations Manager


Operations Manager
*Operations Assistant (SCP 6)

                                                                 *Denotes this post.
Person Specification (see attached guide)

Special Conditions

1. Able to work outside normal office hours including weekends.

2. Where weekend working is part of a fixed shift, weekend working is compulsory, for which compensatory time off is given. 

General Conditions

1. This job description is a representative document. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading. 

2. The postholder will be expected to comply, observe and promote the equal opportunities policy of the Council.

Prepared by J Jones




Principal Operations Manager
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