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St Werburghs Community Centre
Duty Manager 
Main purpose of the job

To ensure safe and effective operation of the Centre during activities and events. Primarily working during evening and weekend shifts.  To be responsible for ensuring all Health and Safety requirements are met during bookings. To respond to requests from the public regarding room bookings, projects and events, to ensure best maintenance of the building, including a high standard of cleanliness and good appearance of the rooms, kitchenettes, toilets and communal areas, to act as a key holder and process payments.

The role is to represent the interests of the St Werburghs Community Association and St Werburghs Community Centre in welcoming visitors to the Centre and facilitating a positive user experience for all who come through our doors.  The role will provide excellent customer service to members, office tenants, event and training organisers and all visitors to the Centre in a friendly and professional manner.
Salary: £9.74 per hour.

Shifts Available: 
1.Monday evening 4.30-10.30pm and Friday evening 4.30-8pm – 9.5 hrs basic
Plus every other Saturday/Sunday afternoon/evening when required

2.Tuesday evening 4.30-10pm and Wednesday evening 4.30-10.30pm – 11.5 hrs basic

Plus every other Saturday/Sunday afternoon/evening when required

3.Thursday evening 4.30-9.30pm and Sunday daytime 8.30am to 12.30pm – 9 hrs basic
4.Saturday daytime 9am to 6.30pm – 9.5hrs basic

You will also be expected to cover some staff sickness and holidays.



Start Date: as soon as possible.  
Probationary period: 3 months.
Accountable to: Centre Coordinator.

Accountable for: Effective Operation of the Centre during shifts worked. 
Based at: St Werburghs Community Centre, Horley Road, Bristol, BS2 9TJ
Summary of responsibilities 
Ensure public safety – including procedures relating to Covid-19 risk management

Uphold licensing conditions

Safeguard children, young people and vulnerable adults

Ensure hirers uphold the terms & conditions of their hire

Provide quality customer service

Ensure all SWCA policies are upheld

Key Duties

Act as a key holder and guardian of the Centre, including responsibility for opening and closing of the Centre.
During contracted hours ensure safe and effective operation of the building and activities therein.

To set out equipment and furniture as required for bookings. To include tables, chairs. 
To provide, and clear away refreshments as relevant.

To set up and test items of equipment, including laptops, projectors and hearing loops and clearly demonstrate how to use items to others when requested.
To respond to routine enquiries by telephone or face to face.
To signpost people to local services and opportunities.

To support people who are using our public computers for Job Search, according to our guidance.

To deal with customer payments following the Centre financial procedures.

To ensure that all areas of the Centre are kept in a clean and hygienic condition including removal of litter, with particular attention to hygienic requirements in the kitchen and toilet areas.

To complete all unfinished weekly maintenance tasks as per the maintenance task sheet.  

To report major repairs or defects on the premises to the Centre Director.

To undertake and other duties as may from time to time be required.

To work within St Werburghs Community Association’s HR, Health and Safety, Lone Working, GDPR and Equal Opportunities Policies.

Person Specification
Experience of duty managing events and working in front of house roles.
Experience as a key holder for a public premises.
A flexible approach to work including ability to work evenings and weekends, sometimes at short notice.
Excellent communication and customer care skills.

The ability to follow instructions and communicate with team members.
The ability to multitask.

Must be very reliable.

The confidence and self-motivation to work alone without supervision.
We need somebody who enjoys working in a busy environment, can organise and prioritise their own workload, and is proactive.
Technical experience would be an advantage (computer equipment etc).
Trained or willing to train in: First Aid, Fire Marshall and other Health & Safety matters.
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