
         
 
Job Description 
 
 
 
Headingley Enterprise and Arts Centre (HEART) Evening Supervisor  
 
Line manager: Facilities Supervisor 
 
Purpose of job: To help maintain the HEART building and surrounding grounds and 

manage the facilities required to run the Centre. 
 
Salary £7.00/hour (or £7.20 if above 25) 
 
Hours  To be confirmed but over three evenings until 11pm. 
  
 
The HEART Centre is situated on Bennett Road, Leeds 6 which is off North Lane & Otley Road, in the 
heart of Headingley. 
 
HEART is the arts, enterprise and community centre in the middle of Headingley run by the 
community for the community. We offer a versatile venue to hire. The main hall is used for a variety of 
events, from table tennis to music, plays & family parties. There are also a number of meeting/training 
rooms available for hire and a varied programme of events and classes. We also offer a spacious 
shared workspace and HEART Cafe. 
 
The premises are in use from 8am until 11pm, 6 days a week (Mon-Sat), HEART currently does not 
open on Sundays. There are occasions when an event may have a late licence which will mean a 
later finish.Where a late licence is in place meaning a finish of later than midnight a taxi will be 
provided for a journey home where no other transport is available. 
 
The post holder’s duties will be undertaken during the evening, including weekends, although there is 
also the possibility of some daytime cover during the year when the Facilities Supervisor or Cleaner 
are on holiday. You will ensure the requirements of health & safety are met during your shift and 
generally provide a safe, clean environment whilst maintaining good relationships through the 
provision of both a proactive and responsive service.  
 
You will be responsible for room set-ups, which may include setting up light and sound systems, and 
undertake general maintenance of the building and equipment as required. This can be  a physically 
demanding job and recognition should be given to that when applying for the role. 
 
The person appointed will need to be responsible and conscientious and able to communicate well 
with the many and varied users of the building.  The post requires someone who is prepared to be 
flexible and commit themselves to helping create a secure, pleasant environment in which people 
using the Centre can feel relaxed. Experience of events would be advantageous. 
 
Main duties: 
 
Facilities Management  

 
1. Close down the building, making sure that all doors and windows are locked, electrical 

appliances are off, lights are out and alarms set, or opening up at times of cover. 
2. Be a key-holder for HEART and respond to out of hour’s callouts if alarms are activated. 
3. Open and lock rooms for Centre users as required,  
4. Setting up rooms for both that evening and the following daymaking sure rooms are fit for use, 

are clean and equipped with the correct furniture, and clean & tidy when bookings are 
finished.   

5. Ensure high standards of presentation throughout the site including the cleaning of rooms, 
toilets and other areas (internally and externally) as necessary. 

6. Perform general maintenance and decorating tasks as and when required. 

 
 

 



7. Ensure the safety of the building, its users and the staff by enforcing HEART policies, 
monitoring potential safety/liability problems and assisting customers to meet their needs 
while using HEART facilities. 

8. Oversee the security of the site including making sure that unauthorised people do not enter 
the building, by maintaining a presence in the Reception area and/or supervising and 
supporting volunteers on reception duty. 

9. Call the emergency services in the event of an emergency. 
10. Act as the fire  marshal whilst on duty and assist in carrying out all statutory tests that are 

required e.g. fire alarm testing. 
11. Identify and discuss with colleagues improvements that are required at the Centre and, if 

agreed, implement these improvements. 
12. Provide assistance to Reception and Café staff as required, including the answering of 

telephones. 
13. Assist customers in set-up and use of A/V equipment.  
14. Cash control of tills including the securing of any monies at the end of the day. Completing 

daily cash sheet paperwork 
15. Perform general maintenance and upkeep of HEART equipment - flipcharts, chairs, A/V 

equipment, etc. 
16. Use the reservation system to obtain information about room bookings & setup requirements 

and take bookings.. 
 
Customers  
 

1. Liaise with customers of HEART. 
2. Supervise and/or assist with special events as requested. 
3. Assist customers and co-workers, both volunteers and paid staff. 
4. Take payment from customers via the till and credit card machine and issue receipts. 
5. Sell tickets for events using the online ticket system and take payment for tickets 
6. Act as first point of contact on an evening. Respond to enquiries about room availability using 

the reservation system. 
7.  On occasion take responsibility for ensuring the smooth running of functions such as 

weddings and parties  
General 
 

1. Contribute to the development and operation of appropriate and efficient systems to support 
the management of HEART. 

2.  Use handover document, and contribute to the monitoring and evaluation of the work of the 
post as agreed. 

3. Contribute to the development of policies and procedures for HEART.  
4. Attend and contribute to review meetings with the line manager, and other HEART meetings, 

as agreed.   
5. Respond appropriately to emergencies or urgent issues as they arise. 

 
In addition all employees are expected to 

1. Be accountable for their own development through the Performance and Development 
Review (appraisal) process, seeking out opportunities to learn new skills.   

2. All employees are expected to work within the terms of their contract of employment and 
adhere to HEART’s policies and the Required Ways of Working. 

3.  All employees are expected to be able to work to instruction and have the ability to prioritise 
the workload 

4.  Be able to work on their own initiative 
 

Person Specification 
 

Detailed below are the type of skills, experience and knowledge that are required of applicants applying for the post.  
The “Essential Requirements” indicate the minimum requirements, and applicants lacking these attributes are less 
likely to be considered for the post. “Desirable Requirements” are additional attributes to enable the applicant to 
perform the position more effectively or with little or no training.  They are not essential, but may be used to distinguish 
between acceptable candidates. 

However, success in this post is determined by the drive, interest and determination of the person to bring to our 



centre. 

 

Skills Ess Des MOA 

1. Ability to provide good customer service, face to face or by telephone    I 

2. Ability to multi task and adopt a hands-on approach   AI 

3. IT skills   AI 

4. Ability to make reasoned judgements in relation to new situations   I 

5. 

6. 

7. 

Good communication and planning skills 

Must hold a current first aid certificate or be willing to undertake a first aid course 

Play an active role in co-ordinating functions/parties/weddings 

 

 

 

  

  

AI 

AI 

AI 

 

Experience/knowledge Ess Des MOA 

1. Experience of operating administrative systems   
 AI 

2. 

3. 

Customer Service experience 

Experience of dealing with complaints 

  

  

AI 

4. Experience of using a till   
 AI 

5. Experience of working with community organisations  
 AI 

6. Experience of working alone   AI 

7. Experience of working with volunteers  
 AI 

8.  

9.  

Experience of setting rooms or of a multi-room venue. 

Experience of working in a physically demanding environment 

 

  

  AI 

AI 

 

Behavioural And Other Related Characteristics Ess Des MOA 

1. Self-motivated    AI 

2. Creative in approach to problem solving, showing initiative   I 

3. Resilient and determined to overcome obstacles   I 

4. Able to work flexibly and creatively     AI 

5. Conscientious, reliable and good attention to detail   AI 

6. Able to share excitement and ideas to enthuse others     I 

7. 

8. 

Able to work as part of a team as well as independently 

Able to work to instruction 

 

  

  I 

AI 

 

MOA Method of Assessment    A = Application 
       I = Interview 
August 2016 


