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The Junction CDC Ltd



Cambridge Leisure Park

Clifton Way

Cambridge
CB1 7GX

01223 578000

Dear Applicant,
Ref: Event Team Staff
Thank you for your interest in the post of Event Team Staff
Enclosed is a:

· Job Description

· Person Specification 
· Application Form 

· Equal Opportunities Monitoring Form

Please send / email your completed forms, marked private and confidential to:

Alan Bond
The Junction
Cambridge Leisure Park

Clifton Way

Cambridge

CB1 7GX

alan@junction.co.uk

This position is a zero hour contracted post. This position will include evening & weekend work and unsocial working hours (e.g. 9pm-7am on a Saturday night). It’s essential that you’re able to work weekends as part of this position.
As the position involves contact with children and vulnerable adults, successful applicants will be subject to a Standard Disclosure through the Criminal Records Bureau.  Having a criminal record will not necessarily prohibit you from working at The Junction.  

I look forward to receiving your completed application and will contact you in due course to advise you on the outcome of your application.

Yours sincerely

Alan Bond

Events Manager

The Junction

Job Description

Job Title:


Department / Section:


Main Purpose of Job:


Relative Company Objectives:

The Product

1. To support new and emerging art and artists.

2. To provide opportunities for young people through experiences as a participant, performer, observer or learner

The Infrastructure

3. To provide a safe, welcoming venue which sets an example of best practice and compliance across all operational departments

4. To deliver a high standard of customer service ensuring the quality of the programme is reflected in the safe and efficient delivery of each event & project

Main Duties of Job:

Stewarding:
1. To represent The Junction at events by demonstrating a working knowledge of the venues and events.
2. Work in a pre-set location determined by the Duty Manager or Supervisor that can include any of the following: Cloakroom, Fire Doors, Ticket Taking, Backstage, Pit, Internal Doors, Front of House Desk, Bars/Cafe. 

3. To assist customers in the enjoyment of events whilst ensuring their safety at all times.
4. To assist in crowd management in line with company procedures and guidelines set out by governing authorities.
5. To help the Supervisors and Duty Manager in ensuring the venue is presentable and safe.
6. To respond to the needs of technicians and other operational staff if needed.
Bar:
1. To ensure a fast and accurate serving of drinks whilst ensuring excellent customer service.

2. To take payments for drinks & handle cash under supervision.

3. To ensure the bars/café is clean, presentable and up to high hygiene standards.

4. To ensure that the bar/café is left in a stocked, clean and suitable state.
General:
1. To return tick-sheets by required dates and work when rota-d.
2. To ensure that you arrive on time ready for work and in the correct uniform.

3. To protect and enforce The Junctions licensing conditions.
4. To support The Junction in it’s aims and objectives as an organisation.

5. To be fully aware of all Health and Safety procedures in place and able to carry out evacuations when necessary.
6. To carry out any relevant ad-hoc duties at the request of the Duty Manager or the Supervisor (E.g. Moving chairs, helping with crowd barriers).
Responsible to:

Events Manager & Bar Supervisor
During shifts:

Duty Manager & Supervisors

Specific Competencies

Job Title: Event Team

Department: Operations

Section: Event Management & Bar
	Competency Description
	Evidence of Deployment
	K, S, A & B

	Excellent customer relation skills
	· Feedback from customers

· Observations by Supervisors and Duty Managers
	Knowledge and Skill

	Fully confident in Health & Safety Procedures and Policy
	· Attendance of at least 2 training sessions per year
· Assessments at training sessions

· Actual evacuations are swift and safe

· Issues are raised with DM/Supervisor relating to the safety of the building
· Ensuring all areas are clean & hygienic before, during & after each shift.
	Skill

	Competent cash handler
	· Bar, Cloakroom, merchandising or other money is counted and recorded accurately
· Accurate money taken per drink
	Skill

	Ability to enforce the rules
	· Customers directed in a polite and efficient manner
· Observations by Supervisors and Duty Managers
	Behaviour

	Polite, enthusiastic and a team player
	· Respected by other members of staff

· Trusted by Duty Managers and Supervisors to take on tasks involving other staff

· Willingness to help both customers and other staff

· Treats all staff with respect regardless of rank or position

· Excellent timekeeping, presentation and attention to detail
	Behaviour

	Initiative and enthusiasm
	· Tasks completed on time

· Tasks undertaken without being asked

· Working without constant supervision
	Attitude

	Ability to work under pressure
	· Customers are served quickly & efficiently

· Feedback from customers & observations from Supervisors & Duty Managers
	Skill


Application for employment – Zero Hour Staff
Please complete in black ink or typescript

	1   VACANCY DETAILS


Post applied for:  
Event Team Staff

Department: 
Event Management & Bar / Operations








Location: 
The Junction


Hours:

Zero Hour Contract

Pay:

£6.08 per hour & £6.45 per hour on shifts finishing past midnight
	2   PERSONAL DETAILS


	Surname: 
	Forename/s: 

	Permanent address: 


	Temporary address (if applicable): 



	Telephone/ (daytime): 
Telephone (evening): 
Mobile:  

Email: 


	3   REFEREES


Please name two people who may be approached for a reference connected with your work experience. One of these must be your present, or most recent, employer. References will be taken up if you are invited for interview. If you do not wish any referee to be contacted at this stage, please place an ‘X’ in the relevant box.

	1st referee
	2nd referee



	Name: 


	Name: 

	Address: 


	Address: 



	Telephone: 
	Telephone: 

	E-mail: 
	E-mail: 

	Position/Post title: 
	Position/Post title: 


	4   PRESENT EMPLOYMENT (if applicable)


	Name and Address:
	Post/Title: 

	
	Salary:

	
	Other allowances:

	
	Date of commencement:

	
	Period of notice:


	5   ALL PREVIOUS EMPLOYMENT (most recent first, including unpaid and voluntary work)


	From

mth/yr
	To

mth/yr
	Employer
	Post/Title and brief description of duties
	Salary
	Reason for leaving

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	6   EDUCATION AND TRAINING


	From mth/yr
	To mth/yr
	School, College, Polytechnic, University attended
	Qualification obtained including grade or stage
	Date passed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	7   RELEVANT EXPERIENCE AND SKILLS


Please give details of any work experience and personal skills you feel will be of interest to the selection panel.

If applicable, please include details of unpaid or voluntary work.

	


(If necessary, please continue on a separate sheet)

	8   STATEMENT OF INTEREST


Please give details of why you’re applying for this position and why you believe you’re suited for the role.

	


(If necessary, please continue on a separate sheet)

  9    DRIVING DETAILS
	Do you hold a current valid driving licence?        Yes/No


 10   DECLARATION OF CRIMINAL RECORDS
	Please declare any convictions, cautions and bind-over’s including those regarded as spent in a sealed envelope marked confidential, clearly labeled with your name, post and reference number. (Please state below if you have attached a sealed envelope).  You are advised to disclose any charges, which are or may be pending.

Some posts (identified in the Person Specification) require a Criminal Records Disclosure form to be completed and for you to declare all spent cautions and convictions with your application.


	11  CONFIRMATION OF DETAILS



I certify that the information given on this
form is correct.  I understand that any wilful
omission or falsification may lead to the
disqualification of this application or dismissal

if appointed to the post applied for.

Signed: ______________________________

Date: ________________________________

	EQUAL OPPORTUNITIES MONITORING FORM


The Junction CDC Ltd is an Equal Opportunities Employer and operates a policy that aims to ensure that unfair discrimination does not take place. The information requested below can help us monitor the effectiveness of our recruitment policy.  The ethnic groupings are those agreed by the Commission for Racial Equality.

We are committed to bringing about equal opportunities in its employment.  Please complete and return our Equal Opportunity Monitoring Form with your completed Application Form.  It will be kept separately and used only to monitor the effectiveness of our Equal Opportunity Policy.

The details supplied are confidential and will not be made available to the officers making the appointment.    Thank you for your co-operation.

	Post applied for: 


	Location: 

	Surname: 
	Forenames: 



	Salary grade: 
	Gender: 
Male   (        Female   (


	Date of Birth & Age: 
	To which of these groups do you consider you belong (tick one box only)



	Marital Status

( Single                     (Separated/Divorced 

( Widowed                ( Other

( Married                   ( Civil partnership 
	A White

( A1 British

( A2 Irish

( A3 Any other White background

	Do you have a disability?     Yes  (                No (
If yes, have you applied under the Job Interview Guarantee Scheme? Yes  (                No (

	B Mixed

( B1 White and Black Caribbean

( B2 White and Black African

( B3 White and Asian

( B4 Any other mixed background

	Where did you see this post advertised?

( Local press – please specify

( National press – please specify

( The Junction website

( External website – please specify
	C Asian or Asian British

( C1 Indian

( C2 Pakistani

( C3 Bangladeshi

( C4 Any other Asian background within C

	( Internal Vacancy List

( Job Centre

( Other, please specify
	D Black or Black British

( D1 Caribbean

( D2 African

( D3 Any other Black background within D

	Sexuality Please describe your sexual orientation
	E Other ethnic groups

( E1 Chinese

( E2 Any other ethnic group

( E3 Not stated


This completed form should be marked private and confidential and returned to:





Alan Bond


The Junction


Cambridge Leisure Park


Clifton Way


Cambridge


CB1 7GX





alan@junction.co.uk








In accordance with the Data Protection Act 1998 I consent to The Junction CDC Ltd processing personal data contained in this application form and other data which The Junction CDC Ltd may obtain from me or other people, for the purposes of recruitment and selection for employment, including contacting the referees I have nominated. 





I consent to the processing of personal data defined in the Act as ‘sensitive data’ in connection with Equal Opportunities monitoring; pre-employment medical clearance and the �


commission or alleged commission of offences.





Event Team Staff	





Operations / Event Management & Bar





To assist the Duty Manager & Supervisor Team across the venues in ensuring the compliance of the building and the safety and well-being of staff, artists and most importantly customers using the venue. Also to ensure the efficient and accurate serving of drinks over the bar whilst ensuring stock is replenished when require and high levels of cleanliness & hygiene.








