


BRIGHTON & HOVE CITY COUNCIL

JOB DESCRIPTION QUESTIONNAIRE

	Job Title:	
	Venues VSA Supervisor

	Reports to:	
	Compliance Manager

	Department:
	Brighton Centre

	Section:	
	Tourism & Venues, EEC



Purpose of the Job

To be responsible for the setup and breakdown of sets, staging and seating for events at the Brighton Centre by leading Venues Services Personnel and any casual employees working within the venues section during specific shifts whereby the team will be working overnight, at heights, operating plant equipment which requires specialist, recognised training and certification.

To take independent and sole responsibility for operational requirements for the buildings event preparations to the satisfaction of venue hirers and users during the period of preparation.

To determine and implement solutions independent of Event Managers if problems or resources are encountered which could jeopardise the successful management of an event, conference or entertainment concert.

Principal Accountabilities

1. To set up, break down, and keep clean and tidy the venues equipment to meet client's requirements and to manage the logistics of venue resources in such a way as to ensure maximum efficiency between events. To report any breakages or damaged equipment to their line manager, and take responsibility for reactive maintanence of equipment that can be repaired, following escalation process to contractors if unable to repair. 


2. To lead and be the decision maker responsible for Venue Services Assistants and any casual staff engaged for the set up or running of an event to ensure quality control of their work as required, particular during extended shifts and overnight working shifts by being focussed, experienced and aware of the importance of their role in delivering events worth £100ks of income to the venue and city. 

3. To interpret event plans, liaise with line managers and clients, and independently come up with solutions if for whatever reason, plans cannot be realised in a dynamic environment. To be creative and make adjustments and to take collective responsibility within the team delivering the venue in an 'event ready' state for the next event or tenancy, without immediate access to a manager for approval. 

[bookmark: _Hlk138345486]4. To be certificated and competent to operate specialist plant equipment in the delivery of the operational requirements to include the use of the forklift internally and externally to the venue, either on behalf of the venue or contractors therein; the use of the venue's mobile elevated working platforms, to work at heights, internally and externallyin the delivery of venue requirements either on behalf of the venue managers or external bodies therein.To ensure all health and safety regulations are in place when operating heavy duty machinery. Undertaking and working within dynamic risk assessments to ensure the safety of self and others. 

5. To set up the venues conference rooms and facilities for events as instructed by Managers, and liaise with external cleaning contract staff to ensure that they are maintained to the highest standards of cleanliness for hirers of the venue. 

6. To liaise directly with clients during the set up of an event ensuring that all their operational needs are met to include routine requirements forstaging, equipment and furniture, servicing of rooms, general pick-ups and toilet checks within specific timeframes and to highest standards of customer and client satisfaction. Responding to non-routine requests where resources allow, and escalating to management when necessary.  

7. To assist the Venues Building Manager in the general maintenance and upkeep of the fabric of the venues to include painting and decorating and maintenance to the required standard. Reporting any concerns relating to the upkeep of all machinery used daily, including forklift, mobile evelvated working platforms , taski ride-on and cleaning equipment as per training. 

8. To advise on the delivery of Venue Services rotas and shift patterns to ensure that the building has operational cover 24hrs /7 days a week / 365 days per annum based on specific knowledge pertinent to issues of timing, staffing numbers and scheduling of equipment and resources required for each event. 

9. To monitor and service events and ensure that exits remain clear and accessible for means of escape . Report any concerns to line or events manager. 

10. To be aware of security protocols at the venues at all times and bring to the attention of security staff and/or line management any potential breaches and / or suspicious activiity. Complete all relevant courses as requested by management, to include having an understanding of emerging legislation. 

11. To be responsible for, and ensure that the Health and Safety & COSHH regulations are applied at all times for the Venues sections, and updated when required. 

12.  To work within and actively promote the Council’s Equalities and Diversity Policies in relation to service delivery and staff management. 


13. To uphold the Council's Health and Safety requirements, particularly with regard to agreed codes of practice and safe methods of working. 


General Accountabilities

Health & Safety

To ensure all operations in their areas of responsibility are conducted according to the provisions of the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999 and all relevant legislation and Council policy.

ln particular: as set out in Section 4 of the Council's Health and Safety Policy, and within their area of responsibility:

· To maintain awareness of current Health & Safety legislation and ensure that all employees understand and comply with Health & Safety Policy; that they are informed, trained and supervised to safeguard their own and others welfare and safety.

· To carry out Risk Assessments and ensure implementation of and adherence to safe systems of working practice.

· To report and investigate accidents or incidents promptly, implementing recommended action for improvements to safe working practice.

· To ensure that safe premises, equipment and working environments are maintained.

Equalities

To develop practices within the directorate/division that uphold and develop the principles of the City Council's lnclusive Council Policy in relation to staff and to service provision.
To work within and actively promote the City Council's lnclusive Council Policy in relation to service delivery and staff management.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.

You will be consulted about any proposed changes.The list of duties in the job description should not be regarded as exclusive or exhaustive.

There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.








BRIGHTON & HOVE CITY COUNCIL

PERSON SPECIFICATION

	Job Title:	
	Venues VSA Supervisor

	Reports to:	
	Compliance Manager

	Department:
	Brighton Centre

	Section:	
	Tourism & Venues




Essential Criteria
	Job Related Education, Qualifications and Knowledge
	· To have achieved a qualification in recognised use of plant handling to include the use of the venues Fork Lift and mobile elevated working platform equipment.
· Knowledge and understanding of health & safety requirements and safe working methods
· Evidence of recent training relating to aspects of the role - to include manualhandling, COSSH and RIDDOR.
· Knowledge of working in different environments both internally and externally
· Ability to undertake general maintenance work, ie interior and exterior decoration as required, carry out routine repairs and to seek profressional advice as appropriate Agreed
· Knowledge of and the ability to operate power tools and manual tools within health and safety guidelines
· Ability to communicate and direct effectively Venue Services Assistants and casual employees to ensure that necessary work is carried out to a high standard.
· Ability to work as part of a team
· Numeracy and literacy skills to GSCE level or equivalent 
· IT literacy skills in order to manage email communications and interpret CAD plans

	Experience
	· Experience of working extended shift patterns including overnight working
· Experience of using basic tools and machinery including power tools.
· Experience of managing own work load and prioritising tasks.
· Experience of assessing Health, Safety and Security risks in relation to ensuring a safe working environment
· Experience of carrying out routine maintenance duties and repairs
· Experience of leading a team.
· Experience of working at heights and with an understanding of H&S legislation, risk assessments and working practices
· Experience of working externally in differing weather conditions

	Skills and Abilities
	· Proven ability to deliver the venues operational and event requirements in relation to the expectations of the Compliance Manager and Event Manager
· Ability to apply manual handling skills to safely move handle  objects within agreed risk assessments
· Ability to prioritise and manage own workload and meet deadlines using own initiative
· Effective communication and interpersonal skills and escalate any inappropriate behaviour to management
· Assess and identify urgent issues relating to Health & Safety and Security.
· Ability to complete all relevant Risk Assessments specific to the area of work.

	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council's Equalities Policy.

	Other Requirements
	· Flexible approach
· Able and willing to work out of hours and overnight when required.





Organisational Chart

Head of Tourism & Venues






Compliance & Services Manager

Venue Service & CLO Casual Staff





Compliance & Services Officer





Venue Services Supervisor x 6
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Venue Services Assistant x 1












Hardest Part of the Job

The post holder needs to possess a strong, quality, driven customer focus approach.

The job entails maintaining the Brighton Centre and ensuring that the venue is maintained and presented to the highest standard at all times to match the expectation of our customers. Attention to detail and consistency is vital and the ability to self-start and prioritise workloads is critical. 

The post holder has to be brave and come up with solutions, independently. For example:
· When there is an equipment failure there is a requirement to come up with creative solutions to modify equipment
· Installing a hand rail on a stage that wasn’t part of the original equipment

Ability to manage a diverse team within tight timeframes and working long hours outside of normal working patterns, encouraging and leading colleagues to achieve the best outcomes.

Ability to think beyond the task to hand, and to visualise the needs of events within the venue beyond that of the immediate, and understand how decision made now will impact on future operation's needs.

[bookmark: _Hlk72935964]To load out shows under significant time constraint consists of removal of show barrier, pipe and drape removal, hand rails, PA deck equipment, removal of back of stage units.  This takes place in a dynamic environment in a specific order, including working in physically tight spaces, and there are pressures to remove show equipment quickly whilst working as a team as safely as possible at the same time as external providers are also working in the same space or overhead in order to remove their equipment as quickly as possible.

A significant manual requirement is moving raised seating, which is 5-6 tonnes per unit, using a forklift to move into place and then manually positioning each unit individually to fit the plans for the event



Dimensions

a) number of events per year: 80 shows, 14 conferences

b) Requests responded to: upwards of 40-50 per day

c)	value of contracts dealt with: responsible for the delivery of the venue to hirers and users of events with contracts worth £2k - £100k

d)	budgetary amounts: £0

e)	any other statistics related to the job: n/a


Scope for Impact

the delivery of an event relies on the building being presented to a client as they are expecting it. On many, many occasions this can fall entirely to the team breaking down one event, and setting up the next, in very tight timeframes, overnight and without immediate access to a manager. The job has to get done and failure to deliver has massive financial and reputational impact in terms contractual arrangements with clients, and impacts culture and tourism and local economy for the city


The post holder will be integral in the effective Operational Management of the Tourism & Venues department, ensuring that the Brighton Centre is well maintained and presentable at all times in terms of the continued events programme as determined by the Compliance Manager with particular focus on the venues buildings resources.

This position is vital in terms of how we present ourselves to our customers and clients, and if not achieved may have an income on customer satisfaction and potential loss of repeat business

Job Context

[bookmark: _Hlk73092485]This post is an enhanced role applicable to Venue Services Assistants.

It is relevant during specific shifts where there is an expectation for work which requires specialist training and certification or leadership qualities, outside of the normal scope of Venue Services Assistants. This is particularly vital when the team are working alone, unmanaged during late and overnight shifts and without immediate access to a manager.

The post holder needs to be able to make decisions and come up with solutions if event plans, for whatever reason, cannot be accommodated. The post holder needs to embrace and understand that they just can’t walk away from issues that will impact on the delivery of the event. lf a hirer or concert promoter walks into the building after an overnight shift, the building needs to be ready. lf it's not ready we run the risk of incurring
contractual fines and penalties, but worst that the event is put at risk and the financial implications of that could run into the £100ks.  lf a staging unit gets stuck in the lift, or seating plans aren't available or missed from documentation, the post holder needs to come up with a reasonable solution, where possible based on precedents using knowledge and experience, and if no precedent exists using initiative to work out the best option.

The post holder of Venues VSA Supervisor needs to be well organised and  hardworking, and have a complete understanding of the impact that they have in the presentation and upkeep of the venue.

As the post holder will come into contact with clients and users of the Venue, it is paramount that the post holder conducts themselves in an appropriate manner at all times as they will be acting as a representative of the City of Brighton & Hove and failure to do so could result in reputational damage. This role works in an evironment where staff can experience poor behaviours from clients and is required to escalate unacceptable incidents to managers.

The position carries with it the potential for long hours working to very tight timelines, under pressure to deliver the best facilities management outcomes for The Venues Section.  90% time spent delivering operational requirements which entail physical work, including lifting, walking, working at height, using power tools and manual tools in environments that can be dusty, dark, noisy, with flashing lights, varying temperatures from hot or cold. Remaining 10% time is spent planning for delivery and can include email communications, and communicating verbally with colleagues.

Approval:
We confirm that the job description, person specification and additional information provided above convey a full and accurate description of the job at this time.

Post holder:
Sign & print name 
Reports to: 
Sign & print name 
Date signed:


Department:
Section:

HR Use only:
Job Analyst:
Sign & print name
Date evaluated

Method:
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