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JOB DESCRIPTION

	COMPANY:
	Heene Community Association



	POST TITLE:
	Facilities Assistant 


	ACCOUNTABLE TO:
	Operations Manager



RESPONSIBLE FOR:

	Reporting to the Operations Manager, you will be responsible for the Centre and its users outside normal working hours dealing with members of the public and our hirers. You will be required to maintain the high level of cleanliness within the Centre by carrying out cleaning duties. In addition, you will also provide customer service, face to face, by helping users and setting up rooms for hirers. This will involve the setting up and taking down of tables and chairs for hirers and dealing with any queries they may have, and requests for additional equipment, such as projectors. 


KEY TASKS:

(a) Security

	1.
	Lock and unlock the premises

	2.
	Operate security and safety systems

	3.
	Attend Centre when Police request key-holder attendance

	4.
	Report to the Operations Manager in the event of emergency (e.g. flood, fire, break-in), and take immediate appropriate remedial absence of Centre management.


(b) Cleaning

	1.
	Wipe, wash, sweep, polish and dust (using powered equipment where appropriate and available), conforming to all cleaning instructions, in all parts of the Centre

	2.
	Empty litter bins in all parts of the Centre

	3.
	Clear litter, glass and other debris on all parts of the site

	4.
	Keep external paths clear of weeds, snow and ice


(c) Preparation

	1.
	Prepare rooms and halls for use by Centre users


(d) Operation and Maintenance

	1.
	Operate heating 

	2.
	Replace bulbs and light fittings as necessary

	3.
	Undertake minor maintenance jobs by agreement with the Operations Manager 

	4.
	Identify and report building defects to the Operations Manager, and take such 

emergency action as appropriate  


(e) Supervision and Control

	1.
	Supervise and control the Centre in the absence of the Centre Management


(f) Other Duties

	1.
	Receive training as and when directed by the Operations Manager 

	2.
	Implement the Association’s policies, especially those on equal opportunities and health and safety, and to contribute to their future development 

	3
	Perform other duties, appropriate to the nature of the post and the hours of work, which may reasonably be assigned by the Operations Manager


Heene Community Association


122 Heene Road


Worthing, West Sussex


BN11 4PL


Telephone:  01903 209997


Email: � HYPERLINK "mailto:info@heenecommunitycentre.org" �info@heenecommunitycentre.org�


Web: www.heenecommunitycentre.org 












