COMMERCIAL EVENTS
ASSISTANT
VACANCY INFORMATION

INTRODUCTION

THE VACANCY

Thank you for your interest in a position at
Cheltenham Ladies’ College. In this booklet, you will
find details about the job, department, salary, terms
and benefits that would apply to you in this role. If
you would like to know more about College, please
visit our website www.cheltladiescollege.org

As a member of the Support staff, you will be part of
a large and friendly community of professionals who
support our girls’ education and experience. Out of a
total of approximately 650 staff, around 400 are in
non-teaching roles, which means you’ll join a
significant team that underpins the success of
College.

If you have any questions, please contact the HR
Department on 01242 707308 or by email on
HR@cheltladiescollege.org. The HR Department is
open from 8.00am to 5.00pm, Monday to Friday.
We look forward to receiving your application in due
course.

This role will support the Commercial Events
Department in the planning and execution of events.
You will work closely with the Commercial Events
Coordinator and the Commercial Manager to
ensure the smooth running of all events.
Hours of work: zero hours, permanent.

Closing date of application is Friday 30th November
2018.
Interviews will be held week commencing 3rd
December 2018.

Commercial Events Assistant – Zero Hours

The hourly rate for this role is £9.42 p/h (Mon-Fri,
8am – 5pm). A rate of £10.61 p/h will apply at all
other times. These rates are inclusive of holiday pay
at 15.55%
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DEPARTMENT DETAILS
The Commercial team is currently made up of the
Commercial Manager, the Assistant Commercial
Manager and a Commercial Events Co-ordinator
who are responsible for the management of all
events and lettings at College. This is from ensuring
the efficient and effective sale, to the co-ordination
and execution of all events.
From the grandeur of the Princess Hall which can
seat over 800, to the more intimate surroundings of
the Council Room or Library, Cheltenham Ladies'
College offers a range of venues for meetings,
concerts, conferences or receptions. A performing
arts centre with a 325 seat auditorium, exceptional
high technical specification, two reception rooms,
dressing rooms and dance studio is also available for
hire.

Commercial Events Assistant – Zero Hours

Cheltenham Ladies' College also boasts its own
dedicated Health & Fitness Centre. Recently
refurbished, the facilities include: an award winning
25m indoor heated swimming pool; five squash
courts / multipurpose studio spaces with retractable
side walls for versatile use; a large multipurpose
activity studio; a multipurpose dance studio; a 58
station fitness gym; free-weights; spin area; a rowing
and erg area; two indoor sports halls and 17 tennis
courts, of which six are all weather.
Further information can be found by visiting the
dedicated Venues and Events website:
www.clcvenues.co.uk.
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JOB DESCRIPTION
REPORTS TO

HEALTH AND SAFETY
- Ensure the Health and Safety of CLC staff,
girls and visitors.

Assistant Commercial Manager

-

Ensure that risk assessments are followed
through and updated when needed.

ROLE OBJECTIVE

-

Ensure that procedures are followed when using
equipment.

-

Maintain the safety of the workplace by
ensuring that all equipment is stored correctly.

-

Ensure that the buildings and facilities are
maintained to a high standard and treated
properly by users.

-

Training will be provided in manual handling
and first aid.

Ensure the smooth running of events by providing
general event support to the Commercial Events
Department. Customer satisfaction to be maximised
at all times by maintaining an exceptional standard of
service and professionalism whilst on duty.
DUTIES & RESPONSIBILITIES
- Setting up of function rooms with guidance from
the Commercial Events team.
- General stewarding duties, which include
ensuring members of the public remain safe
whilst on College premises.
- Act as an information point for clients and
members of the public.
- General waiting duties, which include helping the
Catering Department serve food to clients and
clearing tables of crockery and glasses.
- Serving drinks from the bar under guidance from
a supervisor and ensuring all licensing laws, such
as no service to under 18’s, is maintained at all
times.
- Assist in all pre-event preparation, including
cleaning.

OTHER
- Be ready to undertake any training required
-

Provide 5* customer service, exceeding clients’
expectations at every opportunity.

-

Be well presented and business like at all times.

-

Ensure company confidentiality and integrity at
all times.

As well as those duties outlined above, you are
expected to perform any other tasks reasonably
assigned. This job description will be subject to
review / amendment during the performance review
procedure or as appropriate by agreement between
both parties in accordance with established practice.

- On the day provide support as required by the
Commercial Events Department.

Commercial Events Assistant – Zero Hours
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PERSON SPECIFICATION
The person specification focuses on the knowledge, skills, experience and qualifications required to undertake the
role effectively. It is expected that you will have and can demonstrate:
E = Essential
D = Desirable

KNOWLEDGE & SKILLS
- Physical fitness – ability to undertake lifting, carrying and walking up and down stairs for the entire
working day;
- Ability to undertake physically demanding work;
- Good standard of English both written and spoken;
- Awareness of Health & Safety requirements;
- Flexibility in handling a variety of tasks and covering for absent colleagues.

E

EXPERIENCE
- Experience of working in a bar or restaurant
- Experience of working in an events venue

D

PERSONAL QUALITIES
-

Polite and courteous manner;
Flexibility in working hours to suit College needs;
Ability to work in partnership with other departments;
Carry out tasks unsupervised.

Committed to the safeguarding of children

Commercial Events Assistant – Zero Hours

E

E
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BENEFITS OF WORKING AT CLC
PENSION SCHEME: College currently offers a
contributory pension scheme through Scottish
Widows with 5% employer / 5% employee
contributions
WELLBEING: Membership of our Health & Fitness
Centre is available at minimal cost for yourself and at
a reduced rate for your family. Facilities include a
pool, fitness suite, sports hall and tennis courts. Yoga
and Pilates exercise classes are available after work
and at lunchtime at no cost. An Employee Assistance
Programme gives staff access to a free and
confidential counselling service
CYCLE TO WORK SCHEME: Providing a tax-free
salary sacrifice scheme

DISCOUNTED FEES: A two-thirds discount on
College day fees (or pro-rata if you work part-time)
PROFESSIONAL DEVELOPMENT: College
supports continuous professional development
SUBSIDISED RESTAURANT: Use of a subsidised
restaurant. Other refreshments are available at no
cost
LIBRARY: College has two libraries and all staff
become a full borrowing member on joining
EVENTS: Access to College and other sponsored
events

SAFEGUARDING
You will be required to become familiar with
College’s policies and comply with the requirements
to safeguard and protect the welfare of children.
You will be asked to read and understand the
following documents: Safeguarding (Child
Protection) Policy, Staff Code of Conduct, Keeping
Children Safe in Education (KCSIE) and
Relationships between Adults and Girls in College.
All staff undergo mandatory training on the
safeguarding arrangements in College that covers

Commercial Events Assistant – Zero Hours

the Safeguarding (Child Protection) Policy and the
identity of the Designated Safeguarding Lead.
All employment offers are made subject to checks in
line with the Independent Schools Inspectorate.
These include (some of which are dependent upon
the role and the individual) the following: clearance
from the Disclosure and Barring Service, Barred
list/List 99 check, DfE barred list checks, overseas
police check, evidence of identity and right to work
in the UK, satisfactory references, previous
employment history check, medical clearance,
evidence of qualifications.
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