BROADWAY COMMUNITY CENTRE

JOB DESCRIPTION: DUTY SUPERVISOR

JOB ROLE:
To take overall responsibility for the security of the site during its hours of use and ensuring that the premises are prepared ready and suitable for users in accordance with their booking.

RESPONSIBLE TO: Community Centre Manager

PURPOSE OF JOB: To assist the Community Centre Manager in managing Broadway Community Centre.

To supervise all Stewards in their operation and control of the sports hall, community room, drama studio, learning exchange building, changing areas and all other facility areas. 

To be responsible for the setting up and supervision of recreational facilities and ensuring quality standards are maintained to provide a pleasant, safe and healthy environment. This involves direct contact with the public and all staff will need to be proactive in creating a professional, friendly and co-operative team to welcome the community users.  

KEY TASKS:


1. Working to a shift system and planning the work allocation in conjunction with the Community Centre Manager. Ensuring adequate staff cover at all times and deputising as required.
2. To be responsible for the effective control of the centre dealing with initial enquiries, complaints etc, from members of the public.
3. Carrying out security procedure for the Centre including routine and non-routine opening of the premises and grounds and be a key holder.

4. Preparing for all activities by ensuring that all relevant equipment is in place as required. Following the conclusion of sessions checking the condition of and returning equipment into storage as required.

5. Ensuring that sessions booked by users commence and finish on time.

6. Maintaining records as required.

7. Responding politely and appropriately to telephone and other enquiries ensuring that information is passed to relevant parties.

8. Receiving monies from hirers and recording financial transactions.

9. Ensuring that the premises are clean and tidy and meet relevant Health and Safety requirements, in particular before and after each shift.

10. Responsible for advising users on the correct use of the centre and its facilities.
11. Assisting the Community Centre Manager with marketing and promotion, contractors and suppliers for cleaning, equipment and service supplies.

12. Implementing and monitoring of health and safety procedures and quality systems ensuring all risk assessments have been carried out.

13. Carrying out minor or temporary repairs to premises and equipment.

14. Responsible for following emergency and normal operating procedures at the Centre including completing appropriate forms, and ensuring that all staff comply. 

15. Attending staff meetings as required and undertaking training appropriate to the role.

16. Taking appropriate action to prevent trespass on the premises and grounds and ensuring that unauthorised parking does not occur. 

17. To assist in the supervision, induction and training of all staff.

18. To be flexible in working hours to cover sickness, holiday leave possibly at short notice and weekend evening functions/ events.

19. The post holder must at all times carry out his/her job responsibilities with due regard to the Centres Equal Opportunities Policy.

20. Undertaking any other additional duties as required by the Community Centre Manager and/or the School Management team.

21. A positive approach to learning and willingness to take advantage of training opportunities in order to develop within the post.

22. Take on extended responsibilities from the Community Centre Manager.
