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Job Description

	Job Title:  
	LiveArgyll Assistant

	Department 
	LiveArgyll

	Location: 
	Area based
	Section
	Business Operations
	Grade
	LGE 4

	Responsible to: 
	Senior Duty Officer/Library Supervisor

	Responsible for:  FILLIN "Enter who post is responsible for" \* MERGEFORMAT 
	Business Area Operations

	Professional Qualifications:  FILLIN "Enter Professional Qualifications Requirement" \* MERGEFORMAT 
	N/a

	Member of  Professional Body:  FILLIN  “Enter Name of Professional Body” \* MERGEFORMAT 
	None

	Class of Car User:  FILLIN  “Enter class of car user” \* MERGEFORMAT 
	N/A

	Job Evaluation Ref No:
	


Main Functions
To undertake a range of duties which will assist in the delivery of an efficient customer focused service thought LiveArgyll Operational facilities. 

Job Activities 
Assist the LiveArgyll management to ensure that high quality services and best value are delivered to service users by ensuring that all agreed plans are implemented efficiently and effectively.  In particular:

1. Undertake a range of duties required within the facility, which will include: cleaning of facilities, assembling and dismantling of equipment. To adhere to the facility management procedures as outlined in the NOP and EAP documents.

2. Provide assistance to LiveArgyll facility service users, ensuring a high standard of customer focused service is delivered.

3. Maintain good relations with all LiveArgyll customers, staff, external suppliers, in a friendly, understanding and yet efficient manner at all times.

4. Liaise with the relevant management and other staff to oversee the general safety and behavior of the public, to prevent injury, misuse and damage to facilities.

5. Undertake a range of duties including, reception, cash handling, answering the telephone and taking bookings, giving information and computer recording of information, retail sales.

6. To undertake as required the efficient issuing and discharging of books whilst assisting with and promoting LiveArgyll memberships.

7. Undertake as required a range of duties in delivering the provision of the facilities catering outlet including, cash handling, operation of the till system, preparation of food and drinks for service.

8. Where required will be responsible for the processing of stock, to include sale items and the replenishment and recording of stock as instructed.

9. Undertake professional skills training as required.
10. Undertake other duties appropriate to this job and grade, and as required by LiveArgyll Operational facilities, and ensure appropriate outcomes are achieved.  

11. To adhere to the facility NOP and EAP, the LiveArgyll Assistant will be responsible for the safety of those using the facilities. Assisting in any emergency situation that may arise, in particular facility evacuation procedures.
HEALTH & SAFETY 
All employees must follow LiveArgyll’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the LiveArgyll’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.
Comply fully with all current Health & Safety guidance, Risk Assessment and Safe Systems of Work & Quality procedures and instructions, COSHH regulations and instructions and all relevant statutory and legal requirements.
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Person Specification
	CRITERIA / ATTRIBUTES

	ESSENTIAL
	DESIRABLE
	TO BE IDENTIFIED BY

	Qualifications / Training
	3 Standard Grades or equivalent qualifications / experience
	Food Hygiene Certificate
First Aid Certificate


	

	Experience
	Excellent people and communication skills, and a pleasant, helpful and approachable manner

	Experience of cash handling
Practical experience of service delivery within the Leisure, Hospitality or related industries.

	

	Skills/Knowledge
	N/A
	Computer literate, including Microsoft Packages
Dealing with members of the public in a friendly manner.
Knowledge of COSSH regulations
	

	Personal Qualities
	Good Customer Service Skills

A flexible approach to work

An ability to work under pressure

Good communication skills

Able to work as part of a team

Good timekeeping skills


	
	

	Other Requirements
	N/A
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Information For Applicants

The following notes relate to the post you have applied for. They provide general information and do not form part of any subsequent Contract of Employment.

	Conditions of Service
	Conditions of Service are those of the Scottish Joint Council for Local Government employees as adapted and amended by LiveArgyll


	Hours of Work
	Normal hours of work for a full-time post will be either 35 of 37 per week (dependent upon employing service / department)


	Pay

	Pay will be as indicated in the post advertisement. Annual increments, where appropriate, as paid on 1st April each year (unless your date of appointment falls between 1st October and 31st March, in which case you will receive an increment 6 months following your date of appointment, and thereafter on 1st April each year) until the maximum of the grades is reached. This includes internal applicants for promoted posts.
The pay period for monthly posts is from the 16th of the month to the 15th of the following month, and you will be paid on the 14th of the month, the day before the period end, directly into your bank account.



	Annual Leave /
Public Holidays
	The annual leave for the post is 24 days, rising to 28 days after 5 years service and to 32 days after 10 years service (pro rata for part time employees and those working other than 5 days a week). 
The annual leave year runs from 1st January to 31st December.

There are 8 additional days per annum which are designated as public holidays (those who work less than 5 days per week receive public holidays pro rata).



	Sick Pay
	Employees with 26 weeks or more continuous service are entitled to 5 weeks full pay and 5 weeks half pay, rising to 26 weeks full pay and 26 weeks half pay after 5 years service. 
There is no entitlement to sick pay for employees with fewer than 26 weeks continuous service.



	Pension
	Employees with permanent contracts, or temporary contracts lasting 3 months or more, become members of the Local Government Pension Fund, unless they apply to opt out. 
The employee contribution is based on salary level. 

The Local Government Pension Scheme is currently a final salary scheme.



	Travelling
	Certain posts require the post holder to have access to a car for business purposes – therefore, where specified postholders must hold a full driving licence and the vehicle must be insured accordingly.
All business mileage will be reimbursed at the current recommended Inland Revenue rates.

Officers incurring expenses for meals or accommodation whilst on official duties away from the normal place of work will be paid LiveArgyll’s Subsistence Allowance as appropriate.



	Group Life Assurance Scheme
	A non-contributory Group Life Assurance Scheme is in operation, which provides a benefit of one year’s salary to the dependants of permanent employees who die whilst in the service of the authority before the age of 65



	Interview Expenses
	Travelling and subsistence costs reasonably incurred will be reimbursed. Public transport rates will apply or, if you use your own car, 15p per mile will be used, and LiveArgyll’s Subsistence rates will apply for accommodation and meals as appropriate.

In the event of a candidate withdrawing his/her application or refusing an offer of employment on grounds which LiveArgyll deems to be inadequate, no expenses will be paid.

Loss of salary or wages is not reimbursable.



	No Smoking Policy
	LiveArgyll operates a No Smoking Policy on its premises for employees, elected members and members of the public.



	Website
	For more information about LiveArgyll and other general information please visit our website: www.liveargyll.co.uk 




