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	Job details

	Job title:
	Visitor Services and Facilities Assistant 
	Directorate:
	Business Services
	Department:
	RIBA North
	Grade:
	1
	Location:
	Liverpool	If other, state where:
	Click here to add an alternative location
	
	

	Job purpose: 

	 


	

	Working relationships

	Reporting to [job title]: 
	Operations Manager

	Number of roles this job manages: [attach relevant organisation chart to show line management]
	None

	Other key relationships: 
	Internal – RIBA North Director, RIBA North team, RIBA Facilities department, RIBA North office staff and tenants, External contractors, suppliers.

	

	Main responsibilities

	Provide friendly and engaging customer service to all visitors and office staff at RIBA North to ensure diverse audience needs are met and communicate information, promoting RIBA North exhibitions and events to increase visitors’ knowledge of the RIBA and motivate participation.
Under the direction of the RIBA North Operations Manager, provide a range of general services within RIBA North to support the effective operation of the centre.
Oversee facilities contracts, in relation to booking in services and maintenance visits. 
Ensuring accurate records of H&S are maintained and filed. 
Processing invoices for payment using financial systems. 
Liaising with other teams based at RIBA North and tenants to provide office support to ensure office runs efficiently, eg ordering stationery, dealing with postal services, checking cleaning and general maintenance. Problem solving. 
Book events using the Rendezvous system, capture data and compile reports.
Working evenings and weekends to support events and centre opening hours.
Occasional shop cover for lunch breaks, etc
Invigilate in the gallery as required.




	Useful information

	RIBA North is an International Architecture Centre on the Liverpool Waterfront.  It is the RIBA’s biggest capital project outside of London (£1.8m) and houses a café, shop, conference facilities, desk spaces and gallery spaces including a museum standard environmentally controlled gallery.

RIBA North enables the RIBA to communicate with our public and professional audiences in an exciting and innovate way, through a programme of talks, tours and exhibitions.  It works collaboratively with the Liverpool cultural offer to add to the visitor offer and maximise opportunities for engagement.  

RIBA North has a high-profile public programming group who will oversee the programme of activity.

The role will require flexible working including early morning, late evening and weekend working on a rota basis.

It is desirable that the post holder has received recent manual handling training and hold a current first-aid certificate.



	

	Skills, knowledge and experience

	Essential
Either demonstrable experience of working in an office and customer services delivery 
GCSE maths and English or equivalent
Good standard of spoken and written English
Excellent communication and interpersonal skills
Experience of dealing with the public
Good administration skills 
Good IT skills. 
Experience of handling money
Ability to do manual handling and lifting and maneuver furniture and equipment.
Knowledge of health and safety and fire regulations, procedures and protocols

Desirable
interest in galleries and museums. 
Health and safety knowledge 
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