The Guildhall Trust                                                                [image: ]

TITLE: Facilities & Support Asst  
DEPARTMENT: Venue Services- Facilities and Support Services
RESPONSIBLE TO: Events & Support Services Manager
HOURS: 40
PAY: £ 19,380.00 per annum

Purpose of Job
To work across facilities, maintenance and support the venues operation.

Organisation Chart

Event and Support Service Manager





Venue Services
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Principal Responsibilities

	
	
	

	1.

	Ensure that both Planned Preventative and Reactive Maintenance takes place to a high standard, within an approved time and accurately recorded.
	70%

	2.
	To supervise the work of contractors, to ensure that they are properly complying with Guildhall Trust rules, regulations, and procedures, including Health & Safety at Work practices.
	


	3.
	Support of the Event and Support Services Manager in the development and implementation of new ways of working, so as to better achieve the Guildhall Trust business, services objectives, targets and ensure that the Guildhall is legal compliant with of local and national regulation.
	


	4.
	To work flexibly across the Trust as and when required, to support operational efficiency and cost saving.  To be available for training and development to meet the needs of the business.
	Up to 30% across a year

	
	
	



Dimensions
Budget:
N/A
Physical
Yes
Location
The post holder will be located at the Guildhall in Portsmouth.
Context
The Guildhall Trust has been successfully running Portsmouth Guildhall since 2011 on a long lease. The Guildhall is one of the south’s largest and most established concert halls, with a standing capacity of 2500. The venue has played host to many iconic artists including The Beatles, The Rolling Stones, Pink Floyd, to more recent top selling artists including Gorillaz, Katherine Ryan and Flight of the Conchords. 
The venue has promoted itself as one of the region’s top conferencing and events destinations attracting more than 400 events and room hires each year. 

The Trust have ambitious plans to invest in and develop the Guildhall, to make it one of the UK’s top cultural and events venues. The first stage of this process began in late 2017, when PCT announced plans to transform The Harlequin, a tired and under-utilised space on the Ground Floor of the Guildhall, into a 150 seat/200 standing capacity Studio space. The Studio will create a much-needed facility to support emerging talent across the region, develop a diversified arts and classical music offer, create a small conference and meeting space and provide an accessible hub which community groups can utilise.
The Guildhall Trust is a charitable trust limited by guarantee. This role requires a bright and confident individual with proven experience in building maintenance and event technical support. The successful candidate will need to demonstrate excellent communication skills and show a willingness to gain experience and learn new skills. The candidate will need to be a team player who understands the vision and values of the Trust. A proven understanding of both Health and Safety procedures and both local and national legal compliance. 
In addition, you may undertake any other duty or responsibility that may reasonably be allocated by the Event and Support Service Manager. It is a requirement of the Trust that all staff work in a flexible manner compatible with their jobs and in line with the objectives the Trust must fulfil. Please note that the job description for this position may be reviewed and amended to incorporate the future needs of the department and the Trust.
Person Specification
This acts as selection criteria and gives an outline of the type of person the characteristic required to do the job.
Essential: - without which the candidate would be rejected
Desirable: - useful for choosing between two good candidates
	Attribute
	Essential
	Desirable

	Experience
	Proven excellent track-record for quality technical support of a diverse building operation and the events held within 
Demonstrable experience in building maintenance and good knowledge and experience of maintaining and repairing equipment.
Basic electrical knowledge. 
Basic plumbing knowledge
Basic Carpentry skills
Working knowledge of Health Safety at Work Act
Understanding of Legionella and water management.
Good knowledge and experience of general event support services
Basic understand of Sound and Audio Visuals
	Understanding of water system testing (L8).
Knowledge of emergency light testing.
Understanding of basic plumbing & Electrical operations
Legionella Certification
Asbestos Certification

	Skill/ Abilities
	To be able to carry out general repairs.
Work to set plans.
Able to work unsupervised and to use own initiative.
Ability to respond to varying workload and to manage tasks and time efficiently.
Ability to manoeuvre large equipment items including tables and chairs of a wide range of sizes.
Good Literacy and numeracy skills
Good communication skills.
Good IT skills
	Hold a First aid at work certificate.
Portable appliance testing.
H&S certification






	Other
	Willing to work as part of a team.
Be able to work to a deadline with the ability to remain calm and work methodically under pressure.
Be able to manage own work effectively.
Good timekeeping.
Flexible approach to working hours.
Commitment to providing a quality service for users.
Flexible approach to take on other roles and task to achieve business goals.
Willingness to attend training as and when appropriate.
Excellent interpersonal skills and a collaborative
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