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Job Title: 	Facilities Team Member

Salary: 	National Living Wage, currently £12.71 per hour

Location: 	Infinity, Spa Road, Bolton 

Reports to: 	Facilities Manager

Hours:          30 hours per week, 4 days out of 7, weekend work every other weekend.
	
2-week rota pattern:

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	Wk 1
	08:00 – 17:00
	08:00 – 14:00
	OFF
	OFF
	OFF
	08:00 – 17:00
	08:00 – 17:00

	Wk 2
	OFF
	11:00 - 17:00
	08:00 – 17:00
	08:00 – 17:00
	08:00 - 17:00
	OFF
	OFF



The Charity

Bolton Lads and Girls Club (BLGC) is a community-based charity driven by a mission to ensure that every child and young person in Bolton has ‘the best possible start in life, so that they have every chance to achieve their aspirations, succeed and be happy’ (Bolton Vision 2030). BLGC provides innovative and accessible services, to enable children and young people to do what they want, where they want, in an inclusive and integrated environment.
 
We support children and young people and families, especially those from disadvantaged backgrounds, to live happier, healthier and safer lives. Each year we support around 4,000 individuals through our services across Bolton and the surrounding area, and through our outreach in schools and community settings.
 
Our offer includes: A Universal Youth Provision providing diverse youth club activities, sports, multi-media, social interaction and arts; a Targeted Youth Service  providing critical support to some of our most vulnerable children and young people and families in the community; a Football facility that provides fundamental football skills and emphasises the importance of inclusivity and teamwork; an Education provision providing an alternative curriculum for children and young people who benefit from creative and practical approaches to learning in a supportive and nurturing environment.
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Our Vision and Mission

Vision
Every young person in Bolton has the opportunity to be the best they can be.

Mission
We will provide great places to go, positive things to do, and people that care.

Our Key Principles
· Keep things simple. 
· Always do the right thing.
· Offer excellent customer service.
· Provide an environment for people to be the best they can be.
· Be exceptional in the moments that matter.

Our Values

	Driven	 	 	 	 
	 
	Caring 

	We don’t give up and we do whatever it takes.  
	 
	Genuine people who care make the 

	 	 	 	 	 	 	 
 
	 
	difference. 

	Empowering 	 	 	 
	 
	Excellence 

	We enable people to be the best they can be.  
	
	We aim to deliver the highest standards of service and continuously improve through robust quality assurance and innovation. 


 
Fun 	 		 	 		 	 	Youth-Led 
[bookmark: _Hlk196310450]If you enjoy what you do, you do it better! 	We listen actively and let the Youth voice guide us. 
About the role

Main Responsibilities
We are looking for flexible, personable, committed, and conscientious team members with a can-do attitude. Ultimately, it is the role of this team to be at the heart of the organisation and seamlessly ensure our facilities run smoothly and that the rest of the staff, our volunteers, young people using the facility and those hiring it have a great experience. This is from the warm friendly greeting to knowing they are in a safe and well-run facility.

All members of the team will be expected to work across the range of responsibilities. and will, between them, cover the majority of hours that the Infinity facility is open, certainly from opening through to the beginning of evening sessions, seven days a week.

The role encompasses:  the whole front of house welcome and  access, support member management processes, basic facilities support, health and safety, daily checks and routines, daily cleaning as well as spot cleaning throughout the day into the evening, facilitation of external hirers to have a positive experience, help to promote and administrate facility hire, set up of rooms for facility hire (both during operation hours and out of hours hire), opening and closing the facility where appropriate and anything else which ensures the building runs efficiently. 

Key is ensuring a suitable BLGC welcome to the facility, whilst also maintaining the safety of the building (particularly in terms of managing access and knowledge of who is on site). General logistical management of the needs of diverse groups of people in the building with a keen eye to the safeguarding across these groups. Address day to day -facilities related risks, hazards and threats to people, property and premises.

Main Responsibilities

· Be a keyholder and open or close the building when required.
· Ensure facility management and Health and Safety checks are carried out in accordance with schedule including risk reporting and record keeping. 
· Manage building access, deliveries, and contractor protocols. 
· Maintain high standards of cleanliness and presentation around the entrance and surrounding grounds to the building as well as all common parts including showers, lifts, toilets, corridors and office spaces.
· Key cleaning tasks to be carried out before core hours and later in the day, with spot checks and spot cleaning throughout the day including waste management (for example periodic checking of toilets and meeting rooms, or spaces prior to an external hire)
· To always maintain a warm welcoming & positive image, to be presentable, including tidiness of the reception area. Be the positive first impression BLGC wants to make!
· To provide excellent customer service experience and welcome for our members, parents, visitors, volunteers, third parties using the building and our staff teams.  
· To take ownership of the reception area (in person, phone and e-mails included) and control of knowing who is in the building.
· Ensure members details are verified, up to date and any incomplete information is rectified to ensure safeguarding our members and to comply with GDPR guidelines.   
· Coordinate meeting rooms, events and refreshments as required.
· Assist in management and coordination of facility hire and help with promotion of facility hire including tours of site for prospective hirers.
· To attend core training delivered by BLGC.  
· To work in line with the club’s vision and values at all times. 
· To report any behaviour, conversations or comments which are inappropriate within a setting for children and young people.  
· To understand and adhere to BLGC policies and procedures at all times with particular emphasis on equal opportunities, health and safety, boundaries and safeguarding.
· To always promote and safeguard the welfare of children and young people.
· To be an active member of the team and deliver a focused, measurable contribution to BLGC operating in line with Bolton Lads & Girls Club values and principles.
· To assist with ad hoc administrative duties and other reasonable requests from your line manager or the duty manager/session lead.

Person Specification:

Applicants should be able to demonstrate that they can meeting the following:

	Selection Criteria
A=Application / I=Interview
	Essential or Desirable
	Method of Assessment A/I




	Skills
	
	

	Very good verbal and written communication skills
	E
	I

	Excellent customer service and organisational skills
	E
	A/I

	Aware of diversity issues and able to work in a positive non-discriminatory way
	E
	I

	Practical can-do attitude
	E
	I

	Microsoft Office – Outlook, Word, Excel, 
	E
	A

	Microsoft Office - Access, PowerPoint, Publisher
	D
	A

	
	
	

	Experience
	
	

	Previous administration, reception or customer service experience
	D
	A/I

	Previous event or meeting management experience
	D
	A/I

	Experience of working with children and young people aged 8 – 25 years
	D
	A/I

	Good time management skills, organising and prioritising workload
	E
	I

	
	
	

	Competencies
	
	

	Excellent and welcoming communication skills with people at all levels with a friendly and helpful attitude
	E
	A/I

	Able to provide a good front of house support
	E
	I

	Willingness to learn both on the job and formally
	E
	A/I

	Able to work in a fast-paced environment
	E
	I

	Able to work on own initiative or as part of a team 
	E
	A/I

	
	
	

	Knowledge
	
	

	Basic working knowledge of H&S in workplace
	E
	A/I

	Knowledge of Safeguarding and GDPR
	D
	A/I

	
	
	

	Personal Qualities
	
	

	Patient, tolerant and diplomatic 
	E
	I

	Enjoys working with people and children
	E
	I

	Courteous, polite and calm
	E
	I

	
	
	



In addition, we will need the following:
· Confirmation you are eligible to work in the UK (the successful candidate will be required to provide documentary evidence before a job offer is confirmed).
· Any reasonable adjustments we can make to assist you in your application for the selection process.
· In accordance with our Child Protection and Safeguarding procedures, this position requires an Enhanced DBS.

Why join Team BLGC? 
BLGC is a great place to work, we work hard, and we have fun! We change and save the lives of thousands upon thousands of children, young people and families. In addition, we also offer the following: 

· Generous leave benefits 
· Contributory pension scheme 
· On site gym 
· Birthday leave 
· Enhanced Maternity Pay
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