South Dublin Community Facilities CLG
Brookfield Youth and Community Centre Attendant (Part-time x 1) 
Job Description
1. Overview

There is currently a vacancy for a part-time Youth and Community Centre Attendant. The successful candidates will be given a contract of employment for one year. It must be understood, however, that if the position becomes redundant at any time during the period of the contract or if the funding for the post is discontinued or the post holder fails to perform satisfactorily, employment may be terminated.

2. Appointment

The position of Youth and Community Centre Attendant is a twelve month part-time fixed term contract.  

3. Location

The positions will be located in Brookfield Youth and Community Centre, Brookfield, Tallaght, Dublin 24. 
4. Hours of Attendance

The working week for centre attendant staff will be part time. Hours of attendance at work will be arranged on a rota system by the Centre Manager. The majority of this work will take place in the evenings and at weekends. 

5. Duties

You will be required to perform duties as specified below and as outlined to you at interview and any other duties which may be assigned to you from time to time as appropriate to your position and qualifications, however core duties will be as follows:

· To welcome visitors and centre users on arrival.

· To ensure the security of the facility and its surroundings including car parks carrying out security tours, viewing cameras etc

· In a diligent and reliable manner to open and close the facility, setting alarms, key holding, etc.
· To carry out all cleaning duties, including kitchens, toilets, fitness areas, main hall, windows, both general and dealing with spills etc.

· To support customers and users of the centre in a polite and responsible manner.

· To carry out general reception duties including booking, dealing with customer queries, telephone duties etc. 

· To set and prepare conference rooms, meeting rooms and multi-purpose rooms.

· To keep the centre and its surrounding litter free.

· To maintain the centre and carry out decoration and repair where required/appropriate

· To ensure high standards in the Health and Safety at the workplace, including the provision of First Aid treatment.

· To ensure that the centre is a safe place at all times.
· To participate in all training programmes provided South Dublin Community       Facilities CLG 
· Performing other duties related to the role of Centre Attendant as may be assigned by the Centre and Assistant Managers.

Hours of Duty:
Brookfield Youth and Community Centre open seven days a week. 

The current opening hours are:

· Monday to Friday – 8 a.m. to 10.00 p.m.

· Saturday and Sunday - 8.00 a.m. to 6 p.m.

The Centre Attendant will be required to work part time. The hours of duty are between 8.00 a.m. to 10.00 p.m. and cover the whole week, including Saturdays and Sundays, on a rota basis. The majority of the working hours will take place in the evenings and weekend, and will be subject to alteration having regard to public demand for the use of the centres.

Uniform / Protective Clothing:

As a condition of employment, Community Centre Attendants will be required, at all times when on duty, to wear such uniform and/or items of protective clothing as are specified from time to time by South Dublin Community Facilities CLG (Brookfield Youth and Community Centre). 
6. Remuneration

Salary will be paid fortnightly into your bank account less statutory PAYE and PRSI and other appropriate deductions.  The rate of pay will be €14.50 per hour gross. 

7. Leave Entitlement
The annual leave allowance for this position is 20 days per annum pro rata.  This allowance is subject to the usual conditions regarding the granting of annual leave and is exclusive of the usual public holidays and privilege days.  
8. Qualifications and Experience
E = Essential skills & characteristics / D = Desirable skills & characteristics

· A qualification in Community or Youth Studies, or a similar field (D)

· Experience of working in the community or working with the public setting is essential (E)

· Experience of working with young people (D)

· Experience of working within the Community (D)

· All necessary training will be provided.

9. Person Specification – all essential criteria
· Good interpersonal skills, including ability to liaise with a wide range of contacts and work in a confidential manner
· Excellent communication and creative skills 
· Diligent, flexibility, innovation and initiative
· The ability to manage a wide range of activities and prioritise own workload
· Excellent standards of accuracy and attention to detail 
· Ability to be proactive, use own initiative and work effectively
10. Additional Considerations for the Role

· Funding: 


· It must be understood that if the funding for the post is discontinued the post holder’s contract may be terminated. 
· Garda vetting:



· As our work involves contact with children and young people, candidates under consideration for employment will be subject to Garda Vetting. 
· References:

· The successful candidate will undergo 2 reference checks before commencing employment. 
· Hours of Duty:
The majority of the working hours will take place in the evenings and weekends. 
