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Part-Time Event Caretaker
Role Profile
Role Purpose
The Part-time event caretaker role has been designed to ensure both the smooth running of events at All Saints Church and that hirers follow not only the agreed hire arrangements but best health & safety practice.
The Part-time event caretaker will work closely with the Operations Manager who oversees all event bookings. You will be responsible for carrying out event logistics and act as the representative of the Church, working on a wide variety of events ranging from concerts to meetings. You will need to be positive, flexible, and confident in interacting with a wide range of people. 
Line Manager: Operations Manager 
Key responsibilities: 
Oversee each event: you will be on the front line, engaging with hirers and assisting them as pre-planned. You will be briefed by the Operations Manager on all event details, including agreed use of space, set up and take down requirements, and any other information. 
To assert agreed hire constraints: be able to challenge hirers in a calm and professional manner e.g., reinforcing terms and conditions of hire agreement such as hirers to take all their rubbish with them, ensuring church furniture is put back ready for normal use, not allowing use of equipment which has not been agreed within hire and enforcing the agreed get out time. 
Meet and greet hirers: the start time of this can vary from event to event and will be agreed and discussed (between Operations Manager and Event Caretaker) prior to event. 
Set up for events: this will vary from event to event. It is usually a supervisory role, directing hirers and their setup teams, however some hands-on element will be required, and this could involve tasks such as: moving chairs and choir stalls, setting up staging and tables. You will be responsible for ensuring the building and toilets are clean, tidy and presentable before each event. 
Independent Working: You will be working independently with event hirers/managers. Occasionally you may have support of a volunteer team or steward. You will be able to work effectively as a team. 
Responsibility for Evacuation Procedures: the event caretaker has responsibility for the whole building and ensuring hirers are aware of their responsibilities. You will work with the event manager/hirer to brief the fire stewards they provide. You will understand all policies and procedures to enable you to carry out your duties effectively. 
Ad-hoc duties at events: such as supporting hirers with door management and ensuring no members of public come into building at end of the event. 
Reinstating Building: overseeing hirers/managers team to reinstate building and furniture efficiently through to completion: this could include re-setting any furniture as needed, replacing choir stalls and chairs. You will ensure any equipment is returned to its correct storage space. To ensure hirers take all equipment and belongings and their rubbish with them. You may need to assist practically to ensure this is done safely and to the expected standard. Ensure hire agreement is followed for any additional arrangements made with Operations Manager i.e., collections of equipment on a different day. 
Post Event Tasks: Ensure the toilets are clean, tidy, and presentable after each event and building is secure and no-one is left in the church.
Event feedback: feedback any issues to Operations Manager. You will be aware of the safety of all visitors and reporting any serious issues, accidents and emergencies.
To adhere to All Saints policies, procedures, protocols, and guidelines at all times, in particular Safeguarding.
To undertake any tasks as delegated or as the role may demand (as required by Operations Manager, the Vicar of All Saints or Church Wardens). 
Personal specification: 
· Ability to work under pressure while maintaining an efficient and effective service at all times. 
· A positive and flexible approach to work. 
· Promote a friendly and welcoming atmosphere. 
· Personable and willingness to represent All Saints Church. 
· Experience in a customer facing role. 
· Excellent communication skills. 
· Excellent time keeping skills with a responsible approach to work. 
· Ability to react quickly to new information and situations. 
· You must be able to lift heavy furniture and oversee in any evacuation of the building.
Training
You will receive appropriate training and support to enable you to carry out your role. You will receive training to ensure that you are familiar with and abide by our Safeguarding Policy and Guidelines.

Time Commitment 
This is a casual role; while no minimum hours are guaranteed, historical patterns indicate that the role had typically offered up to 10 hours of work per month on average, this could vary according to the time of the year and volume of events and operational requirements. This information is provided to give a realistic indication of engagement to date. Whilst we would like to ensure that the role still maintains its flexibility, we do envisage an increase in hours offered due to rise in overall bookings, in-house events and low membership for in-house steward team which does mean events which are not normally covered by the event caretaker may need to be in the future. 

Hours
These include evenings, weekends and unsociable hours. The part-time event caretaker must be flexible. 

Salary
Will be £15 per hour worked. All dates/hours are agreed and signed off on a timesheet with Operations Manager. This is paid monthly (on or around the 24th of the month) -usually in arrears.
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