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PERSON SPECIFICATION

	Post:
	Assistant Venue Manager

	Job Family/
Grade/Level:
	 Grade 5 (CFUS5b)



GLASGOW LIFE IS A COMPETENCY FRAMEWORK EMPLOYER

	Summary of Role


	· Assist the Venue Manager in the supervision, development and motivation of the venue team including front of house and security contributing to the delivery of a comprehensive staff training and development programme.

· Liaise with external contractors, colleagues, programmers and partners to ensure the effective delivery of services and operation of each venue. 

· Plan and organise the work of the venue team, allocating tasks, giving instruction as appropriate and controlling performance.

· Ensure the satisfactory presentation of the venue, log repairs and refer serious issues as necessary.

· Ensure all relevant procedures, policies and legislation are implemented and adhered to including security, health and safety and fire and that systems are in place to test this.  

· Assist in the control of delegated budgets and in meeting all Business Plan and income objectives.
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PERSON SPECIFICATION                              

	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
& Training
	A good general education indicating an ability to learn
	HND or HNC in an appropriate discipline.
	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 Certificates

     

	Skills,  Knowledge & Competencies
	Experience in a venue management related position.

Ability to supervise the work of a team allocating staff as appropriate and monitoring results.

Experience of events management including contracting events and managing event settlements.

Experience of budget control.

Experience of building and contractor management.

Working knowledge of appropriate Health and Safety regulations.

Good communication, customer service and influencing skills.


	Experience of working in a major arts/cultural venue.

Project Management skills.
	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 References

 FORMCHECKBOX 
 Interview


     

	Other
	Well presented

Flexible and pragmatic approach.

Ability to work out of hours
	Driving Licence
	 FORMCHECKBOX 
 Interview

     


