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JOB DESCRIPTION 

TITLE:


Host



RESPONSIBLE TO: 
House Manager

SUPERVISORS:
Creative Apprentice  / Event manager
Zion Arts Centre is a multi art form space for young people developed and driven by the aspirations and need of Manchester’s 5 to 25 year olds.  As one of the most versatile cultural buildings in Greater Manchester, Zion has facilitated and developed a broad range of visual and performing arts events, activities and workshops, exhibitions and participatory opportunities.  Zion is also host to a number of organisations including Manchester Music Service who have made major contributions to providing unique opportunities for young people to engage in high creative opportunities in Manchester.  Zion has a track record of delivering high quality creative projects and is well placed as a major player to deliver Manchester City Council’s Cultural Strategy and Young People’s Plan.  

PURPOSE:

To assist the preparation of rooms for community use; meeting and greeting customers; supporting the House Manager to ensure Zion gives a welcoming image to all visitors.  

HOURS:
35 hours per week including Saturday day and evening shifts.  The requirements of the business are such that a high degree of flexibility is necessary and you will be required to ensure adequate cover at all time. 

MAIN AREAS OF RESPONSIBILITY:

1) To be the initial welcoming point of call for visitors in a friendly, efficient and professional manner.
2) To maintain a high standard of customer care.
3) To provide visitors with up to date information on opportunities available to them at Zion.
4) To play a key role in the evacuation procedures and fire management systems. 

5) To support the Customer Service team in ensuring the reception area and foyer are kept presentable and with up to date event information at all times.

6) To be vigilant and pro-active in the security of the reception areas.

7) To ensure that all rooms are maintained in a safe, clean and orderly fashion.

8) Undertake light office equipment/furniture removal and relocation within the building.

9) To take a pro-active lead in ensuring that children are safe within the Centre, ensuring all under-11’s are accompanied at all times.

General

10) To work with the entire staff team to support and deliver Zion Arts Centre’s strategic and creative vision.
11) To understand, actively promote and adhere to Health & Safety legislation and Zion Arts Centre’s Health and Safety policy.  

12) To adhere to all Zion Arts Centre’s policies and procedures

13) Any other duties required by the Customer Services Supervisor or Zion Management Team 
GENERAL INFORMATION:

To comply with legislation covering the activities at Zion Arts Centre, it is required that all staff undertakes training as directed by their line manager.  It is also essential that all staff carry out their duties in a safe manner in accordance with the current Health and Safety at Work legislation.  

PERSON SPECIFICATION:

The successful candidate will be able to demonstrate the following:

1) Excellent interpersonal skills

2) Professional appearance and manner

3) An understanding of Health and Safety requirements

4) Ability to exercise initiative, work with minimum supervision and take personal responsibility  

5) Excellent time keeping skills, conscientious and punctual.

6) Ability to work well in diverse team and cooperate with others.

7) An understanding of equal opportunities practices.  

8) Understanding of  young people from culturally diverse backgrounds
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