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Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.

	Job Description

	Job title:
	 Venue Officer 


	Service:
	 Commercial Services 


	Team:
	 Memorial Hall 


	Location:
	The Memorial Hall, Farnham GU9 7EE


	Reporting to:
	Centre Manager 


	Responsible for:
	Casual Employees 


	Our Organisational Values 

	Openness
	In Waverley we value openness and honesty where communication is clear and constructive, and actions are transparent.

	Excellence
	In Waverley we value excellence, working in a consistent and professional way to achieve the highest standards possible, taking the time to recognise and celebrate success.

	Fairness
	In Waverley we value fairness and respect, working with integrity to ensure that everyone is treated well and has equal access to the opportunities available. 


	Teamwork
	In Waverley we value team work and collaboration, with approachable staff actively contributing to our shared corporate goals.

	
Taking Ownership
	In Waverley we value taking ownership, where everyone feels personally committed to issues at hand and is working towards a positive outcome

	
Principal purpose of the role

	The Venue Officer will play the lead role in ensuring the effective management and smooth running of the Memorial Hall.
An important aspect of the role will be organising staff to cover events.
Identifying new business opportunities and income streams by means of effective marketing, networking and innovative solutions.
The Venue Officer will carry out the day-to-day running of The Memorial Hall, a multifunctional venue in the heart of Farnham. Promoting awareness of the Memorial Hall both as an entertainment venue and a facility for hire is also a key aspect of the role.

	Main duties and accountabilities

	Principal responsibilities:
To be responsible for all aspects of the Memorial Hall as listed below:
To assist with the delivery of the business plan, to proactively grow the business and attract new hirers and users to the building.
To develop the services and facilities offered by the Memorial Hall in an entrepreneurial manner, enabling the venue to maintain a competitive position in relation to other hireable facilities in the area.
Ensure events run smoothly form set up to clear away and licence rules are adhered to.

Managing staff:
To ensure that there is staff cover for evening and weekend hires and that all casual staff are trained and managed effectively. To liaise with staff and users of the building on a regular basis to ensure it operates smoothly and that any potential issues or conflicts are resolved quickly.
To oversee cleaning, day to day repairs, routine maintenance and service contracts with external suppliers to ensure the building is safe and well maintained at all times. Make sure staff risk assessments are kept up to date. 
To undertake occasional evening/weekend work.

Marketing:
Proactively generate ideas to promote the venue and its hiring opportunities by means of effective marketing and networking raising its profile within the local community.
To increase hall rentals, expand the community and entertainment offering and generate new audiences and customers for the cinema and Memorial Hall events.
Maintaining Memorial Hall pages on the Waverley website
Preparing promotional content and liaising with the website and Social Media team on Memorial Hall Facebook posts

Customer care:
Ensure the highest standards of customer service are delivered to all users and visitors of the Memorial Hall.
Respond to all enquiries promptly by providing advice, quotations, and booking contracts.
Build positive relationships with existing hirers and attract new ones.
Seek and respond appropriately to customer and staff feedback.
Hold regular staff briefings to ensure a high standard of customer care is delivered to all users and visitors.

Administration and Finance:
Develop and maintain an up to date computerised booking diary system for regular and casual hirers.
Assist in reviewing hire charges and booking contracts annually in accordance with Council procedures.
Raise invoices and purchase orders in accordance with the Council’s procedures.
To produce and maintain policies and procedures for booking the venue, including producing hire contracts and terms and conditions of hire, alongside the development of effective administration procedures for managing bookings and payments.
To produce and maintain a User Induction Pack that sets out all relevant operational and health and safety procedures for staff, volunteers and hirers of the Memorial Hall including emergency evacuation procedures.
To establish and implement effective processes for monitoring performance and handling and reporting all income and expenditure streams in accordance with the Council’s procedures.
Prepare reports for senior management on a regular basis on the above bullet point which demonstrates that the Memorial Hall is achieving its vision and objectives.
 
Business Continuity:
Play a pivotal role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24 hour window.

Health and Safety:
Set up procedures for ensuring that the Memorial Hall and any equipment it
contains, is fully compliant with legal and health and safety legislation ensuring
that risks are identified, managed and monitored as required
Training stewards to use equipment safely and efficiently and regularly updating manuals and operating procedures for the cinema equipment.
Ensure the Memorial Hall is maintained to high standard and that the noticeboards and poster sites are regularly refreshed.
Ensure that all equipment and hirers complies with health and safety legislation and the venue licence. Including checking user risk assessments and public liability insurance. 

Customer Care
Responding to all booking enquiries promptly by providing advice, quotations, availability and booking forms.
Responding to enquiries promptly and taking payment over the phone.
Seeking and responding appropriately to customer and staff feedback.

	

Dimensions of the role

	Approx. 20 casual hire enquiries per week
Approx. 150 casual bookings annually
Approx. 30 regular users
Approx. 200 invoices produced annually.


	
Areas of Accountability/Problem Solving – Decision Making / Scope for Impact

	The role involves making decisions which affect the day-to-day operations of the Memorial Hall. The post holder is required to work under their own initiative to identify areas for improvement and ensure effectiveness in all areas.
The health and safety of staff, hirers and members of the public is a priority at all times.
Ensuring that safeguards and procedures are in place and acted upon is     essential especially when the Memorial Hall is open outside of office hours.
Provide effective, creative marketing and generate income for the hall. 
Ensuring the financial viability of the Memorial Hall through the agreement of income targets

	Planning/Organising/Controlling

	Managing and training Front of House staff
Producing operating manuals for equipment
Designing artwork and promoting events online


	Customers and Contacts

	Internal
Councillors, Casual Staff, Communities Team, Facilities, Finance and Communications Team
External
Regular and Casual Hirers
Members of the public
Contractors
Suppliers


	Service/Team Structure

	Aassistant Director for Commercial Services

Centre Manager

Venue Officer (P/T)                       Venue Officer (F/T)




PERSON SPECIFICATION

Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C, A/E or A/I within their application form to be shortlisted for this role.

	
	Person Specification
	

	
	Essential criteria
	How Assessed
	Desirable criteria
	How Assessed

	Qualifications/ Education / Training / Experience

	Relevant Experience in a similar role (working in a venue)
	A/I
	 Relevant Qualification 
	A/C

	
	Experience of marketing and/or business development 
	A/I
	Experience of Managing a small team 
	A/I

	
	Ability to develop and
maintain constructive
relationships with
organisations occupying the building
	A/I 
	
	

	Knowledge /Technical Skills

	Experience of financial
accountability and
reporting to ensure the viability of the venue
	A/I 
	Knowledge of
computerised booking
and diary management systems
	A/I

	
	IT literate in Microsoft packages including Excel
	A/E
	Operation audio visual equipment
	A

	
	Excellent administration skills
	A
	Events Management Experience
	A

	
	
	
	Awareness of Safeguarding
	A/I

	Communication

	Excellent written and
verbal communication skills
	A/I
	Experience of
administrating websites and using social media
	A

	
	Knowledge of using the
most effective
communication
methods to reach
different audiences
	A/I 
	Ability to explain
technical information
and training staff
	A 

	Customer Service

	Understanding of and commitment to promoting equality and diversity in service delivery and employment.
	I
	Promote high
standards of customer
service within team
	A/I 

	
	Ability to identify and
meet the needs of hirers and service users
	A/I 
	
	 

	
	Contribute ideas to
improve customer service
	A/I
	
	

	
	Excellent customer
service skills
	A/I
	
	

	
	Accurate spoken English is essential for the post
	I
	
	

	Team Working


	Strong team builder
	A/I
	Sharing knowledge and
expertise with others
	A/I 

	
	Ability to motivate a
team to deliver
outcomes
	A/I 
	Ability to delegate
effectively
	A/I 

	Managing self and others

	Excellent organisational
skills, with the capability
to see the bigger picture
	A/I
	Understanding of health and safety procedures 
	A

	
	Excellent time
management and ability
to prioritise workload.
	A/I
	
	

	
	Able to work on own
initiative and to plan,
organise and prioritise
own work.
	A/I
	
	

	Can do approach / Achieving results
	Confident, self-motivated,
Innovative and able to work under pressure.
	A/I 
	

	

	
	Generate ideas for marketing opportunities 
	A/I 
	
	

	
	Identifying opportunities
to maximise income
streams for the Memorial Hall
	A/I
	
	

	
ADDITIONAL SPECIFIC REQUIREMENTS FOR THIS POST



	For business continuity purposes you are required to have access to the internet at home via broadband on a PC, laptop or tablet.
	A
	Ability to use a stepladder
	A

	
	Ability to set up seating and tables in accordance with manual handling procedures.
	A
	First Aider or willingness to be trained 
	A/C

	
	Available to occasionally
work evenings and
weekends when
required
	A/I 
	
	



How assessed
A =	Application CV/Personal Statement
C = 	Certificates/professional Registration
D =	DBS police check
E =	Exercise
I =	Interview
M =	Medical assessment


	
For Official Use only

	Job title:
	Venue Officer
	Post no:
	ED40

	Service:
	Commercial Services
	JE score:
	242

	Team:
	Memorial Hall 
	Pay band:
	8

	Location:
	Babbs Mead, West Street, Farnham 
GU9 7EE
	Position type:
(if part time, working pattern)
	Full time
37 Hours/ Five day week


	Competencies:
(level 1 – 4)
	Communication:
	2
	

	
	Customer Service:
	2
	

	
	Team Working:
	2
	

	
	Managing Self and Others:
	2
	

	
	Can do approach/Results
	2
	


	Reviewed By:
	Arts and Cultural Services Manager
	Date:
	September 2024

	Checked in:
	Human Resources
	Date:
	September 2024

	Last Updated:
	September 2024
	Date:
	September 2024
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