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	JOB DESCRIPTION

	JOB TITLE: Halls Officer
	BUSINESS UNIT: Halls – Leisure Division 

	POST NO:
	REPORTS TO:     Halls Supervisor


	MAIN PURPOSE

To assist in the delivery of a high quality customer service at the venue, including the promotion of programmes and activities to members of the public.

To provide administrative support and presence during a seven day operating week, being responsible for hirers, their guests, visitors, buildings and cash receipts.


	SUMMARY OF RESPONSIBILITIES AND DUTIES

1. To supervise and control the use of the premises by hirers and members of the public.
2. To support the supervisor with reception services, telephone enquiries dealing with complaints and to be responsible for the security of buildings and associated areas, the opening and closing of venues, setting of alarms and acting as a key holder for call out by the Police including supporting the cash collection and weekly banking and reconciliation of income. 

3. To be responsible for reception services including inputting bookings, taking money for in-house activities and ensure that an appropriate level of service is maintained together with a high level of customer satisfaction.

4. To maintain all appropriate records, systems and financial procedures in accordance with the Company guidelines.

5. To assist with the promotion of the venue by delivering first class customer service.

6. To monitor, collate and report customer issues and feedback to site supervisor/manager, offering recommendations where necessary and implementing agreed action plan.

7. To ensure that all responsible steps are taken to meet the requirements of the Health & Safety at Work Act.

8. To support the halls supervisor  with the bar operation as required including brewery orders, deliveries/collections and cleaning of bar areas including presence during bar functions supporting bar staff during functions as required.
9. To assist in maintaining accurate records of income/attendances via the halls trackers, so as to provide full audit and transaction records in accordance with Mytime’s financial regulations.

10. To set up/break down and store all equipment, furniture and cleaning materials to meet the demands of the site programme.

11. To control and undertake cleaning duties to agreed schedule as contained within site manuals and as updated from time to time.  To open up and secure the building in accordance with laid down procedures.

12. To support the supervisor with casual hall/bar staff including training in line with company procedures.
13. To undertake any other duties as may be reasonably requested by management and to cover other establishments managed by Mytime as and when required.
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	PERSON SPECIFICATION

	JOB TITLE: Halls Officer
	BUSINESS UNIT: Halls – Leisure Division

	POST NO:
	REPORTS TO:     Halls Supervisor


	CORE COMPETENCIES

These are the organisational behaviours which we expect everybody to display:
· Is customer focused

· Communicates well with internal and external customers

· Achieves results

· Adapts to change

· Is disciplined and determined 


	SKILLS & ABILITIES  

Verbal and written communication skills to enable effective communication with customers and staff.

Ability to be proactive and innovative.

Ability to achieve results without close supervision.

Ability to work on your own, make decisions and communicating effectively to all team members. 


	SPECIAL REQUIREMENTS 

The post involves the weekend and evening work.

Good level of general physical fitness and dexterity to enable the post-holder to move equipment, including chairs and tables, items of stock and to be able to stand for several hours at a time.


	DESIRABLE KNOWLEDGE (TRAINING AVAILABLE)
Knowledge of events organisation to enable the post-holder to deal with bookings, resource events and cover functions.

Knowledge of Health & Safety, including risk assessments, COSHH and programmes of cleaning. 

Knowledge of customer service, reception, and quality management systems.
Knowledge of cash handling and systems for financial control.
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