	JOB DESCRIPTION & PERSON SPECIFICATION (JDPS)                           



	Job Title:  

	Events Assistant
	Job Evaluation         Reference Number:  
	A4756

	Service:


	Customer Services 
	Grade:


	SLGE4

	Department/Section:


	Commercial Services
	Location:
	Helensburgh and Lomond Civic Centre

	Line Manager (post):

	Events Manager 

	Date JDPS was created / last reviewed / amended:
	August 2018

	This JDPS should be read in conjunction with:


	1. Core Training Requirements (link)
2. Service plan/team plan (link) 
3. Argyll & Bute Council Competency Framework (link) 
4. Managers guide to recruitment (link)
5. Job Evaluation process (link)


	Job Summary: (This should summarise the main purpose of the job in 1 or 2 sentences – what is done, to what / whom, with what outcome.)
To assist the Events Manager with the running of special events across the Council’s facilities. This includes greeting guests, checking their arrangements are in place, assisting with serving food and drinks, operating the bar, assisting with simple enquiries and meeting the needs of visitors and attendees.


	Scope / Dimensions: (This should summarise the level of any operational / financial / budgetary / staffing responsibilities.)
N/A



	Job Description:  Main Outcomes required (see Note 1 below)


	1.
	Planning: 
Support the Events Manager to develop the service provided to clients by:

1. Assisting the Events Manager by ensuring that stock, consumables and other goods are ordered on time to ensure that the event runs smoothly.
2. Assisting the Events Manager by ensuring that any preparation for setting up the event is done on time.

	2.
	Service Delivery:
Ensure that high-quality services and best value are delivered to attendees by:
1. Assisting with setting up the venue. This will include moving furniture and fixtures, rearrange rooms and setting up equipment and decorations.
2. Assisting with the operation of a public bar including restocking, serving customers, ensuring that all regulations and license conditions are adhered to.

3. Preparing simple snacks.

4. Serving event attendees food and drinks at the table; assisting with serving food and drinks at a buffet style service.
5. Cash handling of income will be required.
6. Responding to customer queries, showing visitors how to operate IT equipment, assisting them with any questions they may have.

7. Carrying out general support duties such as setting up and clearing away equipment and tables, cleaning up after the event, dishwashing, sweeping, scrubbing floors. etc.

8. If required, assisting the Events Manager with the administration and completion of invoicing and administration tasks paperwork to ensure that income is received for the event and any associated costs are met.
9. May occasionally be required to open and lock up the building before and/or after events.


	3.
	Quality:

Assist the Events Manager to ensure standards are maintained for the event, improvements developed and issues addressed in a timely manner.

	4.
	Developing Working Relationships:

Assist the Events Manager with the following:

1. Develop strong, positive working relationships with colleagues within the building, support activities and ensure that customers are informed, consulted and engaged with any events related matters.
2. Ensure effective communication within the kitchen and the catering service.


	5.
	Health and Safety:

1. Ensure that employees and/or outside bodies under comply with the department’s health and safety at work procedures and ensure that safe systems of work are used at all times.
2. Advise attendees of fire safety measures as appropriate.

3. Assist with evacuation of the building in case of emergency.



	6.
	Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   



	Person Specification: (see Note 2 below)


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications (Including membership of professional bodies)


	D.1
D.2
	Elementary Food Hygiene certificate

Relevant qualification in catering or nutrition 


	Experience



	E.1

D.1
D.2
D.3
	Experience in a customer service role
Experience of working in a bar or hotel
Experience of simple cooking and/or food preparation
Experience of event and function operation or catering



	Specific job-related knowledge  


	D.1
	    Experience of working with a Safe Food or HACCP system


	Any additional job-related requirements   


	
	

	Competencies (The skills, knowledge and behaviours required to perform this job effectively)
(Link to Competency Framework)


	E.1
	Level 1


	Personal Qualities (Competencies) that are essential at recruitment stage:


	E.1

E.2


	Able to work well in a team, and to undertake different tasks as required by the Events Manager
Willing to undertake training as required
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