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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Community Centre Support Worker

GRADE:


Band 3
RESPONSIBLE TO:
Community Centre Manager
Overall Objectives of the Post:

To work as part of a team responsible for administrative and organisational support to community centre users and activities.
Key Tasks of the Post:

1. You will contribute to the efficient administration of the community centre.  You will: 

· Provide a reception service for the centre.

· Undertake administrative tasks for the centre and partners within the shared use agreement.

· Collect and account for money on behalf of the centre.

· Record and monitor attendance and membership.

2. You will contribute to the safe and efficient running of the centre and its activities.  You will:
· Open and close facilities.

· Set up and clear furniture and equipment in preparation of activities.

· Provide refreshments.

· Promote customer satisfaction.

· Be aware of health and safety and safeguarding.

3. You will contribute to the development of the centre’s programme of activities.  You will:

· Interact positively with users.

· Promote the centres activities.

· Provide a great customer service experience.

South Tyneside Council is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment.  Successful applicants will be required to produce an Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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