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Job Title:
Technical Services Assistant
Hours of Work:
38.5 hours per week, 10 days over 14. Predominantly cover shifts between 06:30-23:00; occasional holiday cover for night shifts (22.00-7.00)
Responsible to:
Conference & Technical Services Manager / 

                                             Technical Services Supervisor
Responsible for:
N/A

Overall objective:

To provide technical/conference services and basic security services, assisting guests and staff in any way possible. Responsible for cleaning, setting up and maintaining the technical/conference facilities and designated public areas throughout the Centre to the agreed standards.

Main responsibilities:

· To set up, service and clean any conference room or public area as requested, including all areas designated by management, to the agreed standards of the Møller Centre.

· To ensure that all AV/IT equipment is clean and operational and to have a thorough working knowledge of all equipment used.

· To be available to attend to customer needs and ensure the highest standards of customer care at all times.

· To ensure that the agreed standards of service, cleanliness and security are maintained in all areas.

· To carry out frequent checks of all meeting rooms and public areas, reporting any faults using the correct procedure or where appropriate correcting the fault.

· Through staff training ensure the safe, correct and economical use of equipment and cleaning materials.

· To complete a daily handover/checklist to ensure all tasks are completed.

· To assist any other departments when needed and respond to any requests.

· To carry out any reasonable requests made by a member of management.
Health and Safety:

You must ensure that all Health, Safety and Security regulations are adhered to at all times, this includes the fire procedures and COSHH regulations, all of which you will be made aware of. Please ensure that you report any faults or infringements of these procedures or act immediately where appropriate to correct them. You have a duty to carry out work so that you never put yourself or others at risk, creating a safer working environment for everyone.

Training and Development:

The Møller Centre has a Company Business Plan which sets out the aims and objectives of the Centre and what we hope to achieve. As part of the process of achieving these objectives, we are committed to train and develop all our staff.

You will be provided with all the relevant statutory training required for you to carry out your role safely and further training requirements would be discussed at your personal development review.

Business Development:

As outlined in the Company Business Plan all staff are expected to contribute to the business by taking responsibility for the delivery of consistent service excellence to clients thereby exceeding their expectations.
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