Portering Job Description:
What does the job involve:
To ensure the auditorium and all surrounding rooms within Portsmouth Guildhall are clean, safe, and fully prepared for all events and functions. The role involves manual handling, room setup, and general support to ensure smooth operations across these key event spaces.
Key Responsibilities:
· Set up and reset the auditorium and adjacent rooms for a variety of events (e.g. concerts, conferences, weddings), including:
· Moving and arranging chairs, tables, barriers, staging, and other equipment
· Laying out spaces in accordance with event plans or seating charts
· Support health and safety procedures, including identifying and reporting hazards or maintenance concerns.
· Work closely with Operations and Technical teams to ensure the venue always meets operational needs.
· Provide flexible support during live events, including quick turnarounds between event types or during multi-room usage.
Requirements:
· Good level of physical fitness and willingness to undertake manual tasks
· Ability to follow instructions and work both independently and as part of a team
· Reliable, punctual, and professional in appearance and conduct
· Willingness to work evenings, weekends, and variable hours as required by event schedules
· Previous experience in a live events or venue operations role (Desirable)
· Basic understanding of manual handling and health & safety
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We aim to publish all shifts on Rotaville one month in advance. Once the sched ule is live, a message will be sent in the group WhatsApp to notify everyone. 
You’ll then be given a designated time frame to mark your availability — please tick the shifts you're available to work and cross the ones you're unavailable for.  
While we strive to allocate shifts fairly and according to your availability, we cannot guarantee you will receive every shift you've ticked. 
Getting Cover: 
Once a shift has been assigned to you, it is your responsibility to find cover if you can no longer commute to that shift. You can only get cover from someone who is also housekeeper trained. 
Once someone has agreed to cover, you need to let management team know so that they can approve and make any relevant changes needed.  
If for whatever reason you cannot find cover for a shift and you do not turn up, then disciplinary action will be taken.  
Uniform: 
All staff members are expected to adhere to the following uniform policy: 
· Black Portering t-shirt & Steel toe cap boots/trainers (supplied by The Guildhall)
Failure to turn up to shift in the correct uniform may result in disciplinary action.  
Pay: 
You will get paid monthly, and you will be paid one month in arrears. For example, if you worked in October, you would get Octobers pay at the end of November and so on.
Benefits: 
You will be entitled to the following: 
Staff Discount Card: 
· 20% off all food and drink when attending a show or concert at Portsmouth Guildhall. 
· 50% off bottled soft drinks and food while on shift at the venue. 
Complimentary Show Tickets 
· Staff are eligible for free tickets for yourself plus one guest. 
· To request complimentary house seats, email access@portsmouthguildhall.org.uk 
· Ticket availability is show dependent. 
· For popular or high demand shows, we advise purchasing tickets to guarantee availability. However, you may still reserve tickets via the above email and arrange payment for them on the on-sale date. 
Free Taxi Service 
· If your shift ends after 10:00 PM and you live within Portsmouth, you will be entitled to a free taxi home. 
· Taxis are typically arranged in groups with fellow team members to ensure safe and efficient travel. 
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