
Warwickshire Community and Voluntary Action

JOB DESCRIPTION

Job Title:

Newtown Centre Assistant
Responsible To:
Newtown Centre Coordinator
Location:
WCAVA Nuneaton office, Newtown Centre, Newtown Road, Nuneaton, Warwickshire CV11 4HG
Hours:
30 hours per week, 4 days a week (8.00am - 4.00pm) with flexibility to work occasional out of hours.
Duration:

Permanent subject to funding

Purpose:
To assist in ensuring the smooth day to-day running the Newtown Centre.
Main Duties:

· To ensure that all meeting rooms and public spaces are tidy, safe and welcoming to all hirers and visitors.

· Assist those hiring facilities within the Centre to ensure that their needs are met.
· Responding in a timely manner to queries/troubleshooting any issues raised by hirers.
· Record keeping in relation to premises maintenance, i.e. recording issues and ensuring that repairs are carried out.
· Moving furniture (tables, chairs etc.) and equipment around the building as needed.
· Light cleaning duties.

· Basic maintenance duties, e.g. painting and minor repairs.
· To provide cover for the reception as and when required.

· To carry out administrative duties as required which may include creating booking forms, photocopying, data entry and preparation of reports and other information.

· Assist in the production of appropriate supportive written information – leaflets, briefing notes, newsletter articles, social media etc.

· Work with WCAVA colleagues to manage and develop the resources and services at the Centre, to best meet the needs of the local community.

· Be one of several key holders, in case of emergency call-out to reset alarms or occasional out of hours Centre opening/closing.
General Duties:

· Ensure general office enquiries are dealt with promptly and efficiently.

· Maintain the quality and professionalism required by WCAVA when dealing with internal and external people with whom you have contact. 

· Participate in individual supervision sessions with the line manager.

· Attend and contribute to regular WCAVA team meetings.

· Undertake relevant training agreed with the line manager.

· Report under the agreed performance management system to the line manager.

· Ensure that under-represented groups have access to WCAVA services.

· Comply with WCAVA’s work programme, policies and procedures.

· Participate in WCAVA events including AGMs and Open Days.

· Undertake additional duties occasionally, commensurate with the grading of this post.

PERSON SPECIFICATION – NEWTOWN CENTRE ASSISTANT
The successful candidate will need to demonstrate:

	CRITERIA
	E or D =

Essential or Desirable
	Assessed:

A = Application form

I  = Interview

T = Test at Interview

	WORK EXPERIENCE
	
	A
	I
	T

	Dealing with telephone and face to face enquiries within a customer orientated environment
	E
	√
	√
	

	Facilities management
	D
	√
	√
	

	Experience of working in a voluntary and community organisation 
	D
	√
	√
	

	QUALIFICATIONS/KNOWLEDGE

	Knowledge and proficient use of email, Microsoft Word, Excel
	E
	√
	√
	√

	Principles of equal opportunities and a commitment to implementing them
	E
	√
	√
	

	Knowledge of Nuneaton and Bedworth borough
	D
	√
	√
	

	SKILLS AND ABILITIES

	Excellent verbal and written communication skills required to work with a wide range of organisations
	E
	√
	√
	√

	Ability to work on own initiative and as part of team
	E
	√
	√
	

	Be able to work in a busy demanding environment
	E
	√
	√
	

	Practical maintenance skills
	D
	√
	√
	

	Ability to lift and move furniture and equipment
	E
	√
	√
	

	Good organisational skills and the ability to plan, prioritise and complete tasks on schedule
	E
	√
	√
	

	Flexibility to undertake occasional work out of contracted hours
	E
	√
	√
	


I agree that this 2 page job description and person specification is correct:
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