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THE HEART OF COLL’S COMMUNITY






Job Description / Person Specification

Centre Assistant (job share considered)
Location of posts: An Cridhe

Hours:  
15 hours per week from April to September; minimum of 6 hours per week from October to March.  Some weekend working required
Duration of post:  Initially to 30th April 2017 with scope to be extended
Hourly rate:  
£8.00 per hour
Holidays:  
30 days annual leave including public holidays, pro rata
Reporting to:   
Manager An Cridhe and Coll Bunkhouse
Purpose of Appointment

To provide a friendly and professional customer service and to contribute to the sustainable operation of An Cridhe and Coll Bunkhouse; to help ensure that both buildings operate as efficiently as possible and that the buildings are maintained to a high standard of cleanliness.
Key Responsibilities of Post

· Ensure that a high standard of customer care is provided at all times. 

· Maintain overall cleanliness of An Cridhe and Coll Bunkhouse to a high standard.
· Take all reasonable steps to ensure the health and safety and security of visitors and staff at all times.

· Comply with Development Coll’s policies, procedures, instructions and ensure that all required records are kept appropriately.
Routine Responsibilities

· Take responsibility for cleaning all areas of Coll Bunkhouse including laundry as required.
· To clean and tidy An Cridhe as required including following large events.
· Report maintenance issues to the Manager.
· Take Coll Bunkhouse and An Cridhe reservations and enquiries by telephone, e-mail and in person using an on-line booking system for the Bunkhouse and including the processing of payments by cash and card.
· Maintain good health and safety practices.

· Providing a full Reception service to Coll Bunkhouse guests, including check-in, guest registration and check-out.
· Ensure all areas are kept clean, tidy and welcoming at all times.

· To assist in producing the An Cridhe bulletin, keeping our websites and marketing materials including brochures, posters and signage up to date.
· Carry out any other reasonable duties as per requested by the Manager.
Person Specification
The ideal candidate will have previous experience in a similar role including cleaning, customer care, payment processing and record keeping.  A positive and friendly attitude is required to provide a welcoming environment to visitors and all users of An Cridhe.  The ability to work individually using your own initiative and as part of a team is essential, as are good communication skills.  Flexibility will be required in order to ensure that the needs of the organisation are met, including a willingness to work at the weekend.  A good standard of education is essential to Standard Grade/GCSE level.  IT skills are desirable in order to process bookings and respond to enquiries.
Closing date: 
For more information or to get an application pack visit the Development Coll Website http://developmentcoll.org.uk/ 

Tel: 01879 230000 to speak to Jane 
Email jane@developmentcoll.org.uk
Please note that the role involves some degree of physical activities such as making/stripping beds on upper and lower bunk beds and moving equipment around both buildings.
This job description is current as at September 2016.  It is liable to variation after due consideration and consultation to reflect the inevitable changes to the post, its responsibilities or organisational structures.  
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