

	JOB TITLE  Hospitality/Events Team Member

JOB NO


LOCATION: St Martin in the Bull Ring Reception Office
 

	PURPOSE OF JOB:
To provide effective staffing for all events and hospitality within St Martin’s Church so as to assist in fulfilling the mission of the church.

	RESPONSIBILITY LINKS
Reports to: Hospitality/Events Manager


	SPECIAL CONDITIONS: 

· Enhanced DBS disclosure is required for this post

· Some working outside normal office hours will be required



	MAIN ACTIVITIES:
1. To provide excellent customer service within St Martin’s Café
2. To provide excellent customer service for all room hire.

3. To provide support for all aspects of all non-liturgical events in St Martin’s

4. To provide welcome, care and security for all visitors to St Martin’s.

5. To support the core values and activities of St Martin’s.

DETAILED ACTIVITIES

A: 
1. Prepare food and drink to standards.
2. Follows health, safety and hygiene guidelines for all products and areas.

3. Follows cafe policy and procedures for operational flow.
4. Performs cleaning tasks in accordance with the duty rosters and cleaning standards.

5. To be responsible for clearing away and cleaning tables. 
6. To abide by all Food Hygiene regulations and policies

7. To comply with Health and Safety policy

8. To report all accidents & incidents to line manager
9. Provide excellent customer service

B: 
1. Prepare all rooms for hire including cleaning, furniture and IT set up.
2. Prepare refreshments for all room hire guests when requested.
3. Provide information on health and safety, security and fire evacuation procedures to clients.
4. Provide any other information and support as required by room hire guest.
5. Provide excellent customer service.
C:
1. Provide all aspects of set up and clear up including cleaning, furniture moving, IT and sound

requirements, staffing and security for exhibitions, concerts, fund-raising events and any other non-liturgical events in St Martin’s.
2. Provide relevant information and guidance to all who attend non-liturgical events.

3. Meet all hospitality needs for any church community social events and after service refreshments.

D:

1. Provide a staff presence within the church premises as and when required offering welcome, direction and care.

2. Be able to advise any enquirers as to the core tenets of the Church in general and St. Martin’s in particular.

E.

1. To be aware of the vision of St Martin’s.
2. To act at all times with a demeanour and manner that is in line with the core values of the vision document.
3. To be an effective team player within the wider staff team and volunteers of the church community.
4. Have an awareness of the wider operations and activities of St Martin’s to allow for an effective service for all enquiries.
5. Be able when required to effectively promote the activities of the church.

6. To complete ad-hoc duties and tasks commensurate with the grade and responsibility of the position.
7. Ensure a safe, secure and clean working environment including when appropriate to be responsible for opening and securing of the building and offices.
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