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Facilities Supervisor
Thank you for your interest in the Facilities Supervisor post at the Lichfield Garrick.  

Please find a job description and some background information enclosed. 

How to Apply:
Please complete an application form and equal opportunities form (download from our website) and email this to recruitment@lichfieldgarrick.com or you can send it to:


Liz Porrett, General Manager, Lichfield Garrick


Castle Dyke, Lichfield WS13 6HR
We look forward to receiving your application and thank you for your interest in Lichfield Garrick.
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Background information

Lichfield Garrick is a producing house, a receiving house, a cultural hub at the heart of the city and district of Lichfield and has a thriving community and outreach programme.  As a modern, purpose-built theatre in Lichfield, the Garrick has an enviable programme of performances including drama, musicals, comedy, jazz, film and local theatre.  This year we will welcome our fourth community musical ‘The lion, the witch and the wardrobe’, and looking forward to Cinderella, our pantomime and 2 home produced studio shows; Christmas carol case book and Charlie and the Christmas cat.
The main auditorium seats around 560 people, with no restricted viewing and allocated wheelchair spaces. The Studio is more flexible, offering an intimate space that can be arranged in a number of different layouts and seating up to 150 guests.

With a commitment to supporting the local community and the people within it, the Lichfield Garrick runs a number of programs designed to offer opportunities, networking and placements in a professional environment. These include the Lichfield Garrick Youth Theatre and Choir, outreach work with schools and groups around the district.  We also have business relationships and hire our premises for outside activities.

With the recent appointment of a new executive team, we are building up our family audience, with successful monthly family events and shows.  We are delighted that the theatre is now attracting help and advice from the Arts Council England and we aim to turn this into support by way of grants in the future.  Our programme is attracting new and returning audiences into the theatre, whilst our Green Room café is building on its current clientele to welcome more and more people into the theatre during the day.

Our community stage is also supporting local artists and we are welcoming visual artists to the theatre by offering gallery space.

The Theatre buildings were award winning for their natural air cooling and heating systems and the maintenance of the BMS system which runs the building is key to this role.  The Facilities Supervisor will be covering both the front of house areas, including the auditorium seating and the bars and foyer spaces, as well as maintaining the systems behind the scene.

Job Description

Post Title:

Facilities Supervisor
Hours of Work: 
Part time 25 hours per week on an annualised basis.  Includes evenings weekends and bank holidays
Responsible To: 
General Manager 
Responsible for:
Housekeeping team
Post Outline
To maintain the Lichfield Garrick’s appearance and functionality to a high standard. To deliver efficient and effective maintenance in all aspects and areas of the theatre, including FOH, backstage and plant rooms. To be a multi-skilled maintenance person capable of delivering much of the required maintenance.
Main Duties of the post.
· Assess the maintenance requirements of the theatre on a daily basis, including a walk around all areas before the areas are open to the public.
· Prioritise your work schedule, taking a hands on approach to maintenance requirements. Deal with FOH issues appropriately and quickly.  Be a multi-skilled maintenance person, delivering as much of the required maintenance as possible, whilst adhering to regulations governing different areas of work.
· Liaise with General Manager to ensure that all works are carried out to the highest standard and within budget requirements.
· Take responsibility for all PPM. Plan and ensure compliance with fixed wiring test and other legal insurance requirements.
· Ensure all works are carried out with adherence to health and safety/ statutory and company policies.
· Assist in the set up and operation of daytime conferences and functions.

· Have understanding and experience of computerised BMS system and operate computerised systems on a daily basis.  Deal with boiler, fire alarm and security systems, all of which are programmed using computer software.  Have a basic understanding of IT, networking and its role within business functions.
· Complete all checks regarding fire systems, water systems, pat of equipment, lifts, intercom etc. Maintain an accurate and up to date record of all tests.
· Provide support and where possible, undertake painting and decorating, plumbing and drainage, joinery of all fixtures and fittings, glazing and main area maintenance.
· Carry out staff training when appropriate

· Assist in fire evacuations, in accordance with in house policy.

· Be on call for support and advice. 
· Be a key holder for the venue.

· In partnership with the Duty Manager, ensure the building is open in the morning and secured safely at night in conjunction with the Front of House Manager and Show Duty Managers, ensuring that all areas of the building are clean and safe and maintained to a high standard, complying with all licensing regulations and protecting health and safety of the public, contractors, users, hirers, staff and visitors.

· Act as a nominated first aider whilst in the Venue.

· Receive deliveries for all departments

· Maintain tidiness of out side areas, external furniture, bin store, and roof area.  
· Supplying the highest possible levels of customer care and service when in the public eye or in the back of house areas.

· To liaise with the General Manager and Finance Manager regarding future capital expenditure works within the theatre.
· Be flexible with working hours dependant on the needs of the senior management team. 

· To undertake any reasonable request from the Senior Managers.

Although the hours of work will generally be during weekdays, the person appointed will be required to work some evenings and weekends as directed. 

Prospective candidates must be able to adapt to revised hours at short notice due to the nature of the working environment within the theatre.  This will be an annualised hours contract which equates to 25 hours per week, but with flexibility within the year to work longer hours some weeks and shorter hours at quieter times.  The postholder must priorities work at the Garrick over any other work undertaken.  Should additional hours required to be worked at the end of the year will be paid at your normal hourly rate.
It is the responsibility of every member of staff to assist in presenting the Lichfield Garrick to the public as a positive, efficient and welcoming organisation.

The Lichfield Garrick reserves the right to vary the content of the job description, after consultation, to reflect the changes to the job without changing the general character of the post or level of responsibility.

Person Specification

	Essential Criteria
	Desirable Criteria
	Means of Selection

	Experience

Substantial experience in managing maintenance in a public venue
Proven ability to manage PPM

Proven abilities to work in a team

	
	Application Form / Interview

	Qualifications / Training


Education to at least GCSE level or equivalent
Building/construction/engineering

qualifications applicable

to building maintenance
Knowledge

Detailed knowledge of a range of plant equipment
Knowledge of plumbing, carpentry, painting and decorating.

Knowledge of Building management systems.

Knowledge of computerised maintenance systems

Knowledge of Network cabling and basic IT

Knowledge of current Health and Safety legislation.
	Electrical and or/plumbing qualification
Pat testing qualification

First aid qualification

IOSH, NEBOSH qualifications

Fire Marshall training

.
	Application form / qualifications

	Skills and Abilities

Ability to think strategically and plan ahead.

Ability to keep orderly and effective records

Ability to work well under pressure, to be self reliant and self motivated.

Ability to work at heights
	Project management


	Application form

Interview

Interview

Interview

	Special Attributes

A meticulous attitude to deadlines

Able to work flexible hours including evenings, weekends and bank holidays.

Commitment to equal opportunities in employment and service delivery
	
	Interview

Interview

Interview


Terms and Conditions
Salary:


between £17,000 and £24,000 pro rata, depending on experience
Period of contract:
Permanent, including a three-month probationary period

Hours:
1300 hours per year, worked flexibly over the year and equating to roughly 25 hours per week.  



Evening and weekend work will be required. 

Holiday: 

28 days per annum, 8 of which are Bank Holidays (pro rata)

Notice Period:

1 month following a three month probationary period


