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SEFTON PARK PALM HOUSE PRESERVATION TRUST

JOB DESCRIPTION 





EVENT ASSISTANT 

Responsible to: Events Co-ordinator and through her to the Director and ultimately the Board of Trustees.

Job Description: to assist at Palm House functions and activities of all kinds and maintain a high level of quality Customer Care. Work will be on a part-time casual basis as and when required.  A flexible approach to both hours and duties is required. 

Rate of pay: £6.31 per hour. Any Income Tax and/or National Insurance /PAYE contributions that are due will be deducted by SPPHPT. Payment is made at month end by cheque.

Holidays: Calculated as a pro-rata of full time employment for 52 weeks at 37 hours per week, the holiday leave is 20 days + 8 public holidays. As the employment is on an as required basis, holiday pay will be calculated monthly and added to the hourly rate of pay.

Hours: often during the day at week-ends (between 11- 5pm) but may involve some evening  shifts and will be arranged usually a month in advance.

Duties: will include

· Setting up of tables and chairs

· Setting up and stocking of bar and serving drinks

· Dealing with customers

· Cash transactions using cash register

· Collecting and washing of glasses

· Cloakroom duties

· Ticket collection

· Guest list duties

· Any other duties reasonably expected

Experience of working at licensed premises or a retail outlet would be an advantage, but training will be provided.

Expected Behaviour

1. To support delivery of events where and when required

2. To support and maintain a friendly and welcoming atmosphere

3. To maintain in liaison with the Event Co-ordinator, the Palm House Health and Safety policy and requirements 

4. To contribute to and practice the Palm House Customer Care policy

5. To work within, and encourage, the Palm House practice of team working

6. To work within the context of the Palm House Equal Opportunity policy

7. To undertake such other duties as may reasonably be deemed appropriate from time to time by the Event Co-ordinator

Dress Code:

Dress must reflect Sefton Park Palm House Preservation Trust’s code of professionalism and be smart, clean and neat in appearance. When attending for duty a white or black shirt or T shirt with black trousers or skirt must be worn with black shoes. (Trainers are not permitted). The Trust provides long black aprons for all staff to wear.

