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JOB DESCRIPTION

REGENERATION & NEIGHBOURHOODS DEPARTMENT
JOB TITLE:
CULTURAL ASSISTANT
DIVISION:
CULTURE & INFORMATION
GRADE:


BAND 5: £16491 pro rata
HOURS: 


16 Hours per week: Set shifts with a two week rolling rota
RESPONSIBLE TO:
Gallery & Information Officer 
POST REFERENCE: 
101541
Purpose of Post
To provide front of house duties at Hartlepool Art Gallery; to create a positive, welcoming experience for our visitors.

To undertake a range of practical duties as appropriate.

Key Relationships

 A close working relationship is required with colleagues within the Cultural and Information service.

Good working relationship is required with organisations on site.

Main Duties and Responsibilities

· To provide all necessary information, guidance and assistance to visitors in person, on the telephone and in writing in relation to the services of the department.

· To provide all necessary assistance to visitors to ensure quality of access to Cultural Services venues as appropriate.

· To ensure that all areas are supervised for reasons of security and safety.

· To be aware of all fire precautions and evacuation procedures and to have a knowledge of the location and use of all fire fighting equipment.

· To operate all locking up, security and alarm procedures as appropriate.

· To wear corporate uniform and appropriate footwear, ensuring that a smart appearance is maintained at all times.

· To undertake cash handling duties at retail and reception points as needed and to adhere to all relevant financial and audit procedures as appropriate.

· To maintain stocks of marketing literature/shop stock and keep the venue in a welcoming, presentable condition with a high standard of attractive public display.

·  To cross-promote all Cultural Services activities.

· To assist in general administrative duties.

· To support and assist with a range of functions, events and exhibitions including participation with visitors and specialist groups and various practical tasks such as setting up tables, chairs, equipment, etc.

· To clean and prepare the building and exhibitions etc. prior to, and during, public access as necessary to ensure that Cultural Service venues remain clean and presentable at all times.

· Any other duties of a related nature which might reasonably be required and allocated by the Cultural Information Manager.

Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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