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JOB TITLE:  Venue Hospitality Assistant

REPORTS TO: Operations Manager

HOURS: 20 hours per week (annualised)

PAY: £12.71 per hour



PURPOSE OF THE POST
To provide a professional, friendly, and efficient service to for our conference and event’s organisers and delegates, concert attendees as well as providing excellent service to in house meetings. Working closely with the conference sales team and events teams to ensure maximum customer service.  


PRINCIPAL RESPONSIBILITIES:

1. Facilitate the daily set up and delivery of hospitality to our conference & concert guests
2. Providing advice and assistance to customers 
3. Undertaking the setting up of the conference & meeting rooms to a high standard.
4. Providing general support for hospitality areas in the venue including setting and preparing bars and catering outlets.
5. To undertake cleaning of food preparation and service areas
6. Attend weekly meeting to discuss future events
7. Health & Safety ambassador for the venue.

HOURS:
Shift work will change due to business needs. Will be required to work early mornings, evenings and weekends.








PERSON SPECIFICATION:
The acts as selection criteria and gives an outline of the types of person and the characteristics required to do the job.

	Attributes
	Essential
	Desirable

	Experience
	Demonstrable experience of food and beverage operations in a café or catering environment

Demonstrable experience of food operation
Knowledge of EPOS systems 
	Knowledge of operation of catering equipment

Knowledge of conference operations in a hotel or conference centre

	Aptitudes and skills
	Good interpersonal and customer facing skills, able to empathise, maintain professionalism, display patience and politeness within a sometimes-pressurised environment

Good communication skills, both written and oral.

Good attention to detail and constantly striving to maintain high standards

An ability to resolve situations with both customers and colleagues.
	

	Personal attributes
	Willing to work as part of a team.
Good timekeeping
Able to use own initiative
	

	Education/ qualification/ knowledge 
	Good Literacy and numeracy skills
Good communication skills

	First aid at work

Food Hygiene 

Excellent awareness of health and safety legislation.



Cover note & CV to be sent to Lydia Coote Lydia.coote@portsmouthguildhall.org.uk
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