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Role Description
Role Title:
Centre Assistant
Pay:


SCP4 £9.84 per hour (equivalent to £18,933 per annum pro rata)
Responsible to:
Manager, Carvers Clubhouse
Line managed by:
tbc
Hours of Work:
25 – 30 hours per week 
All applicants must complete an application form.
Main Purpose:
Carvers Clubhouse is a small community centre aimed primarily at young people and their families in Ringwood. The Centre Assistant will work as part of a small team to provide an excellent service to all who come through the doors. There is a strong focus on supporting the work of the Café. The post-holder will also be supported by the ‘Its Your Choice’ Youth Advisor who will help to support you with CV writing and interview skills. The Centre is owned by Ringwood Town Council and you will have the opportunity to learn about other areas of the Council’s work. All training will be provided. 

Your duties will include:
1. Key holder responsibilities- securely opening and closing the building 
2. Assisting in the café, preparing and serving food and drink
3. Taking orders from customers in a friendly and efficient manner

4. Following strict food hygiene requirements 

5. Supporting activities at the centre including the summer holiday programme, parent and baby groups, craft activities and so on 
6. Advising customers of health and safety requirements (including COVID compliance)
7. Assisting with cashing up 
8. Stock handling
9. Setting up equipment, furniture and displays

10. Taking payments and bookings 
11. Assisting with marketing and communication of activities
12. Cleaning and tidying all areas and facilities
13. Ensuring all storage areas are kept clean and organised 

14. Taking part in team meetings and providing input and ideas
15. Demonstrating equipment and checking that customers are following safety regulations
16. To positively take part in all training and development opportunities
17. To ensure appropriate attire is worn, presenting clean and tidy, working in a hygienic manner. 
Role requirements
	
	Desirable
	Essential

	Ability to work flexibly and including evenings, weekends and school holidays
	
	YES

	Ability to relate positively and confidently to young people and children
	
	YES

	A willingness to learn
	
	YES

	Ability to be polite and friendly at all times
	
	YES

	A willingness to take part in training and development including Level 2 Food Safety and Hygiene, First Aid, Fire Safety, Safeguarding
	
	YES


Page 1 of 2

