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 Job description
	Casual Assistant Duty Officer

	Immediate team
	The Beacon, Wantage – Art and Community Centres

	Service team
	Community Arts

	Line manager’s job title
	The Beacon Venue Manager

	Number of direct reports
	0

	Salary and grade 
	£14.13ph Grade 2 (£27,266 FTE)

	Duration of role
	Permanent 

	Hours per week
	Casual Hours

	Location
	The Beacon, Wantage, OX12 9BX

	Employing council
	Vale of White Horse District Council

	Probationary period
	Six months

	Notice period
	One month

	Annualised hours apply
	Yes

	DBS check required
	Yes

	Date job description updated
	09/09/26


	About the role and what we’re looking for

	The Beacon is a popular community facility in Wantage offering a range of activities and events including live performances, activity classes, exhibitions, parties and cinema. We are looking for an enthusiastic person to provide assistance and support to the duty managers and team leader in the effective, safe running of the venue.

Main duties and responsibilities

· Responsibility for assisting with day-to-day operations at The Beacon, dealing with enquiries and offering high-quality customer service

· Responsibility for assisting the duty officers with carrying out health and safety, fire safety and building checks, and informing customers of evacuation procedures.

· Ensuring the public spaces are clean, tidy and safe always

· Selling tickets to shows and events on the front desk and by phone to members of the public

· Setting up and clearing away of furniture and equipment, including assisting with technical lighting and sound equipment, as required by hirers

· Support the venue manager, team leader and duty managers in the running of The Beacon and all its activities.

· Working in our in-house bar serving drinks and snacks to customers and preparing refreshments for meetings and hirers as required.

· Attend regular team meetings

· Assist with stock taking and inventory checks and banking/cashing up

· Carry out additional tasks allocated by the Venue manager, duty manager or team leader to assist in the smooth running of The Beacon (e.g. updating notice boards, occasional cleaning tasks)

· Undertake any other duties relating to the work of the team as required

The duties may vary from time to time without changing the nature of the post or the level of responsibility and the post holder may also be required to carry out any other duties appropriate to the grading of the post.

	About you

	Your essential qualifications 

1. 3 GCSEs including Maths and English at Grades A – C or equivalent and hold or are willing to undertake First Aid and fire safety training (and act as one of the venues first aiders/fire wardens)
Your essential skills, knowledge and experience 

2. Ability to communicate effectively with members of the public and internal colleagues with a commitment to providing outstanding customer service and continuous improvement

3. Good IT skills including Microsoft word, excel, use of internet and use of electronic booking system and the ability to set up and operate laptops and projectors and other equipment (with instruction)
4. Experience of serving customers in a bar or catering environment, or equivalent cash-handling experience and understanding of health and safety procedures

5. A Level-headed and proactive problem solver, with a flexible approach to working patterns, as the role will regularly include evenings and weekend working and working times/days will vary depending on the Rota and venue requirement.

6. Willingness to work effectively as part of a busy and committed team
If you have the following experience or qualifications – it’s a bonus 

7. Knowledge and understanding of working in a local government or public venue setting

8. Experience of adapting to change in tasks at short notice

9. Understanding of theatre lighting and sound systems

10. Understanding of food hygiene regulations

Your style and behaviours

11. Customer focused

12. Excellent communication skills  

13. Ability to prioritise workloads of self 

14. Ability to adapt to change

15. Enthusiastic and self-motivated 

16. Proactive and able to use initiative

17. An ability to take responsibility and display accountability

18. Positive attitude, co-operative and flexible approach towards work

19. Enjoy working as part of a busy and committed team



	Work related requirements: 

	This role has been identified as public facing in accordance with Part 7 of the Immigration Act 2017; the requirement to fulfil all spoken aspects of the role with confidence in English applies.
	Yes

	Politically sensitive post
	No

	DBS check required
	Yes

	Full driving licence and use of a car for work
	No

	This role requires you to drive a company vehicle for work
	No

	This role may require you to work during the councils Christmas closure period
	Yes

	This role may require you to work evenings and weekends
	Yes

	This role may require you to work five out of seven days on a rota basis
	Yes

	This role is location specific
	Yes

	About us

	Our Vision
We are customer focused and approachable. We are honest and open and are committed to providing high quality cost-effective public services.

Our Values
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Our vision and values are important to the councils, and we expect you to support them and embed them in the way we work.



	How to apply

	Having read about our role if you have any questions please email Navjot Dhah at navjot.dhah@southandvale.gov.uk  
If this job excites you please complete our online application at https://myrecruitment.southandvale.gov.uk/
We look forward to hearing from you.
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