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	Working at Halton

	All our colleagues at Halton have made a positive commitment to delivering great outcomes for our communities.  Whoever joins us will share that passion for outstanding service, and strongly align with the values which define our workplace culture: 
· Working Together – building fantastic relationships with colleagues and customers 
· Continuous Improvement – keeping great service delivery at the heart of everything we do
· Personal Growth – learning, growing and developing ourselves 
· Accountability – doing what we say we are going to do
· Inspiring Leadership – positive roles models and leading by example

To read more about our values, click HERE

We are immensely proud that when asked what’s great about working for Halton, the most popular response from our workforce has been ‘our colleagues’.

Aside from working with a great team, our employees have access to a fantastic range of benefits, including:
· A generous annual holiday allowance starting at 34 days per year (including bank holidays), increasing with long service
· Membership of our defined benefit, salary-linked pension scheme with generous Employer Contributions
· 3 x Salary Life Cover via Local Government Pension Scheme
· Investment in your personal development 
· Free Car Parking at HBC sites 
· Extensive employee benefits platform including discounted shopping, car leasing, gym memberships, wellbeing hub and Employee Assistance Programme

For further information about all the benefits we offer, please click HERE.


	About the Job 

	As a Centre Assistant, you will be a designated key holder, responsible for ensuring that the premises is opened and secured at appropriate times. You will direct and supervise customers and deal with enquiries and complaints, reporting to the Community Centre Supervisor where necessary. You will set up rooms with appropriate equipment according to users’ needs and maintain a clean and safe environment and will have a flexible approach work in any Community Centre in Halton, to carry out duties, which fall within the grade. It is vital that you are available to cover shifts which include morning’s afternoons, evenings and weekends

More specific responsibilities include:
· Lock/unlock the building, making sure that the building is secured and alarmed, to act as a key holder responding to alarm call outs from alarm monitoring providers and emergency services if required
· Clean designated areas both internally and externally and maintain the building to a high level of cleanliness
· Set up and dismantle equipment as and when required
· Assist customers and hirers with their enquiries and assist in the provision of catering services when required
· General administration and some cash handling
· Carry out routine health and safety checks, monitoring and reporting any defects
· Work as part of a team and carry out other duties including those of the same grade, providing such duties are within your competence
· Attend staff meetings and Council briefings as directed by the Centre coordinator and attend training identified during Employee Development Reviews
· Undertaking any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job

	About You


For this role, it is essential that you hold a minimum of 3 GCSE’s including Maths & English or equivalent or the ability to demonstrate relevant experience.
	
In addition you will have:

· Experience of working within a customer service environment 
· Experience of completing basic administrative tasks 
· Basic knowledge of health and safety 
· The ability to work to own initiative with limited supervision as well as part of a team 
· Good communications skills to effectively respond to centre users queries and needs 
· Good interpersonal skills in order to deal with difficult situations in a calm and professional manner 

The Council and its schools are committed to safeguarding and promoting the welfare of children, young people and adults and expect all staff, workers and volunteers to share its commitment.
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