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St Werburghs Community Centre is looking for a Community Centre Worker 
Sundays & Thursday Evenings
Main purpose of the job

To ensure supervision of access to the Centre during weekend shifts, to respond to requests from the public regarding room bookings, projects and events, to assist in ensuring the accurate and timely production of all necessary documentation, to ensure best maintenance of the buildings; to ensure a high standard of cleanliness and good appearance of the rooms, kitchenettes, toilets and its environs, to act as a key holder and take payments.

Pay:  £9.74 per hour
Hours of work: 8 am - 3 pm on Sundays, 4.30 – 10 pm on Thursdays.
Additional hours might be needed depending on event bookings and staff cover required. 
Summary of responsibilities and personal duties

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

To set up and test items of equipment, including laptops, projectors and hearing loops. 

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 cash and cheque payments following the Centre financial procedures.

To act as Key Holder responsible for the opening and closing of the Centre.

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

To cover staff absence, where agreed.

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

To work within St Werburghs Community Association’s Health and Safety and Equal Opportunities Policies.

There will be training available.

Person Specification

Willing to work weekends – including every Sunday at 8am, and evenings including every Thursday at 4.30pm.
Excellent communication skills.

The ability to multitask.

The ability to follow written instructions and communicate via admin book.
Must be very reliable.

Some experience of the operation of facilities, cleaning and maintenance, administration and dealing with the public.

Applicants should be able to communicate effectively both orally and in writing, to have drive and enthusiasm and be able to deal with the public in a tactful and sensitive manner.

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.
_____________________________________________________________________

We do not accept CVs. 
To apply please e-mail Alison Saunders, (Finance & HR Coordinator) for an Application Form. 
alison@stwerburghs.org.uk
The Application Form is also available to download from our website. www.stwerburghs.org.uk

Closing date: 28th April 2019 (midnight). 
The successful candidate is to start as soon as possible.
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