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Job Description: Front of House Steward


Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	JOB DESCRIPTION

	Job title:
	Front of House Steward


	Service:
	   Commercial


	Team:
	Arts and Culture


	Location:
	The Burys, Godalming, Surrey, GU7 1HR


	Reporting to:
	Borough Hall 


	Responsible for:
	N/A


	OUR ORGANISATIONAL VALUES 

	Collaboration
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	We know, work with and support one another. We collaborate with residents, businesses and partners and realise the potential of the Guildford and Waverley Collaboration. We empower ourselves and others.
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	We look after our own and other’s wellbeing. We know it’s okay to talk to each other about anything we are struggling with. We stay resilient and raise any concerns we have.

	Trusted
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	We abide by the Nolan Principles of Public Life: Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty, and Leadership.

	Value for Money
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	We spend public money wisely and carefully. We understand and follow our governance processes and raise any concerns with the right person. We celebrate successes and learn from mistakes.

	
Professionalism
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	We provide professional advice and excellent service, we know our local areas and understand the communities we serve.  We listen to all concerns and ideas. We benchmark our performance and always strive to improve.






	
Principal purpose of the role

	· To set up and breakdown functions in the Godalming Borough Hall 
· To clean, clear and secure as necessary all rooms - kitchens, toilets, passages and 
      the building itself.  
· To steward the hall/s during events and functions ensuring a good standard of customer service is applied ans maintained


	Main duties and accountabilities

	Business Continuity 
· Play a pivotal role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24 hour window.
· Health and Safety
Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required


	

Dimensions of the role

	
Customer Care 
· Ensure all rooms - kitchens, toilets, passages and the building itself are clean, tidy and  presentable to customers.
· Introduce yourself with customers and hirers to gain an understanding of their event.
· Set up events and furniture to the hirers requirements, attend to their needs and ensure smooth running of each event by active attendance and regular checks.
· Security of property and personnel, adhere to max capacity property for customer safety.
· Responsible bar sales.
· To attend promptly at function - liaise and report to management on each function.
· You will be asked to arrive promptly to allow set up time before the event begins.
· You will also be given enough time to clear an event and clean the hall ready for the next hirer.
· Tiered seating set up and dismantle.
· To clean tables and store them safely in the correct location.
· Stack Chairs on trollies and return to storage.
· Sweep and mop floors.
· Topping up sundries and all stock levels.
· Cash handling and reconciliation.
· Washing up and leave site tidy.
· Rubbish removal.
	
Enforce the rules - Regulations and legislation applying to such functions as laid 
down.
· Licencing.
· Manual Handling.
· Health and Safety.
· Environmental Health.
	
To clear and secure the building promptly and safely.
· Secure windows, shutters and doors.
· Return keys to secure cabinet.
· Responsible key holder.
      
Health and Safety
· Comply with all health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required.
· Business Continuity · Play a pivotal role in business continuity planning and should the need arise assist in ensuring


	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	Able to work unsupervised, prioritising duties. 
To contact the Police, Ambulance or Fire Services for assistance in an emergency.
To contact the “on call” service officers of the section if necessary and appropriate.


	Planning/Organising/Controlling

	· Ability to provide a high level of customer service

	Customers and Contacts

	External
Regular contact with casual/regular hirers and members of the public



	Service/Team Structure

	Head of Commercial Services




Arts and Cultural Service Manager 



Venue Officer and Manager




Front of House Stewards













PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.

	
	Person Specification

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	
	
	Manual handling
	A/I

	
	
	
	First aid
	A/I

	Knowledge /Technical Skills

	Reliable

	A/I
	Bar experience
	A/I

	
	Reactive

	A/I
	
	

	
	Ability to prioritise duties
	A/I
	Awareness of Safeguarding
	A/I

	Communication

	
	
	
	

	
	Able to communicate well on all levels
	A/I
	
	

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	
	

	Team Working


	FOH duties require the ability top work as a team as well as lone working
	A/I
	
	

	Managing self and others

	To stop infringement of Legislation, rules or regulations laid down to ensure the well-being and safety of the public
	A/I
	
	

	Can do approach / Achieving results

	Customer focused
	A/I
	
	





	special requirements

	Over 18 years of age

	A/I
	
	

	
	Lifting and moving of heavy equipment

	A/I
	
	

	
	Climbing ladders
	A/I
	
	







How assesed:

A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment






	
For Official Use only

	Job title:
	
	Post no:
	

	Service:
	
	JE score:
	

	Team:
	
	Pay band:
	

	Location:
	The Burys
Godalming, 
Surrey GU7 1HR
	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five day week


	Competencies:
(level 1 – 4)
	Communication:
	Add level
	

	
	Customer Service:
	
	

	
	Team Working:
	
	

	
	Managing Self and Others:
	Add level
	

	
	Can do approach/Results:
	
	


	Reviewed By:
	
	Date:
	

	Checked in:
	HR 
	Date:
	

	Last Updated:
	Add date
	Date:
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