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JOB DESCRIPTION

	Job Title:
	Venues & Facilities Officer

	Post number and grade:
	
BoA – A07
	
Grade SCP 7-12

	Reports to:
	TBC



	Job Overview	

	
Bradford on Avon has a rich community culture and is an attractive, historic town. Bradford on Avon Town Council is dedicated to building a community where everybody is able to participate in and contribute to a successful community.

A number of events in the town are organised by the Council, while others are organised by community groups or other organisations, in some cases with the support of the Council. It is the Council's view that events serve to bring communities together, build healthy relationships, create a 'feel good' environment, and provide residents with memories that enhance their mental wellbeing. Furthermore, events provide a boost to the local economy and enhance a town's identity.

The town council is responsible for venues, buildings and facilities across Bradford on Avon.  These include St Margaret’s Hall and the community centre; the town centre public toilets; and buildings in the town’s parks and green spaces.

The post holder will help to manage these facilities – ensuring that they are well managed and maintained, in line with council strategies and standards. 

The post holder will need to be well organised, highly committed and enjoy the challenges of working to meet strict deadlines, combining a high degree of initiative with a practical approach to provide the services required by the events, shows and meetings held at town council venues.  With offering a high degree of customer care and ensures that the buildings are managed and maintained and complying with the needs of the premises license.










	Job Purpose

	
1. Main duties and responsibilities

1.1 Support and oversee events and bookings in council venues, including access to the buildings, ensuring that all equipment brought in by hirers/users conforms to current regulations. 

1.2 To act as Licensee and to act as Licensee Holder for all licenses. To obtain and maintain all necessary licenses ensuring that all are in place and kept up to date

1.3 Complete practical building and facilities checks, assisting with general ongoing maintenance and upkeep of venues, overseeing contractors when on site.
1.4 Work with colleagues to promote and market St Margaret’s Hall as a town venue.

1.5 Support the day to day management the council’s venues, building and facilities

1.6 To ensure that venues are set up in line with recognised regulations and agreed customer requirements.

1.7 Assisting the hirers technical needs and ensuring all the venues health and safety policies and procedures are followed at all times.

1.8 Provide technical support, e.g., sound installation, a/v & projection set-up as required.

1.9 Supervise the public on site when required, ensuring that good order is maintained and that no damage is done to the fabric or reputation of the venues, going through the checklist to ensure that the services are in place to the customers satisfaction. Identifying practical requirements and building safety procedures with hirers and users, including fire procedures

1.10 Ensure that the council facilities are managed within the principle, “Do no harm” to prevent, reduce and control our actions to protect the environment, for both immediate gain and long-term benefits for the generations that follow.

1.11 To deal with customer enquiries and complaints in a polite and helpful manner and refer to the line manager if necessary.

1.12 Brief staff, volunteers and contractors (for instance security, if appropriate) prior to events

1.13 To ensure that adequate records are maintained of essential maintenance checks.

1.14 The duties and responsibilities of the post are not restrictive, and the post holder may be required to undertake other duties from time to time. Any such duties should not however, substantially change the general character of the post.



	2.  Special Conditions of post
2.1 To undertake duties at any site operated by the Town Council to include some evenings, weekends and bank holidays as required.

2.2  The post is politically restricted.

2.3 To be a key holder and responsible for opening up and locking up of venues if required.




	3. General
3.1. Equal Opportunities
All employees have a responsibility to understand and abide by the obligations laid down by Bradford on Avon Town Council’s Equal Opportunities Policy
3.2 Health and Safety
To be responsible for your own health and safety and that of anybody else who may be affected by your acts or omissions.
To ensure that, on a day-to-day basis, work is conducted within the framework of all local and legislative health and safety guidelines and policy.	
To implement and adhere to Bradford on Avon Town Council’s Health and Safety policy and procedures.
   3.3 Confidentiality
The post holder is required to work in a confidential and professional manner and to uphold the good reputation of the Council.
   3.4 Eligibility to Work
In order to comply with employment legislation, the successful candidate will be asked to provide evidence of their identity in order to prove their eligibility to work in the UK.









	Person Specification

	Specific qualifications, experience, and skills required for this role:

QUALIFICATIONS AND EXPERIENCE

· Five GCSE’s at grade 5 or C or equivalent 
· Health & Safety experience
· Certificate for Personal License Holders (or willingness to obtain)
· Experience of working with community groups
· Working with volunteers
· Experience in a venue’s management
· An understanding of how Council services are delivered

ESSENTIAL SKILLS AND ABILITIES

· Excellent organisation skills
· Good problem-solving skills
· IT Literate (Microsoft Office)
· Effective communicator
· Well organised
· Time keeping
· People skills
· Good team player
· Flexible
· Adaptable and willing to learn
· Motivated and customer focused; Passionate and enthusiastic with a positive drive

DESIRABLE SKILLS AND ABILITIES
· Health & Safety (IOSH/NEBOSH)
· Project management skills 
· Experience of budget management 
· Basic Food Hygiene Certificate
· Marketing experience
· Events management skills
· Experience of theatre lighting, sounds, and AV systems
· Understand the fire evacuation procedures
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