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Position Description

Partridge House Assistant




Council Strategic Vision
Protecting our heritage and beautiful coast, while creating a welcoming and healthy place for all in South Australia’s most sustainable city. 

Our Culture
A place that proudly delivers great things.
Where we deliver on promises; value people; recognize achievements; inspire progress, respect history, build the future; grow and learn; and enjoy what we do. 

Our Values
As a values-based organisation, we demonstrate our values through our behaviours. These values guide everything we do.
  A 
Achievement
Deliver agreed outcomes for our community

Respect
Act with honesty and integrity
R 
Innovation
Seek better ways
I 
Simplicity
Easy to do business with
S 
Engagement
Provide opportunities for all to participate
E 

 
 
 







	TITLE:
	Partridge House Assistant (Casual)

	LEVEL:
	2

	POSITION OBJECTIVE: 
The Partridge House Assistant assists the Partridge House Function and Venue Coordinator to ensure the smooth operation and delivery of functions and events at Partridge House.  This includes providing hands-on support at functions and events and responding to routine enquiries regarding Partridge House.



	1.	REPORTING RELATIONSHIPS



· This position reports to the Partridge House Function & Venue Coordinator.
· There are no staff reporting to this position.

	2.	KEY PERFORMANCE INDICATORS



	· Evidence of respectful and positive relationships with customers, staff, suppliers and volunteers.
· Consistent, customer focused delivery of bookings quality events and functions at Partridge House.
· Timely response to all customer requests.
· Efficient administration, processing and facilitation of event bookings.



	3.	POSITION DETAILS



	PEOPLE & CULTURE

	· Respond to customer enquiries regarding use of Partridge House, process bookings in a timely manner and escalate matters as required.
· Conduct viewings of the House for potential and existing clients.
· Conduct client induction to the House (eg) emergency exits, access, lock up etc.
· Proactively respond to customer complaints, escalating as required for resolution.
· Liaise with other Council staff regarding maintenance of the house or grounds.
· Pro-actively develop and maintain respectful and positive relationships both internally and with customers and volunteers.
· Actively participate and maintain a customer focused culture. 


	SYSTEMS & PROCESSES

	· Manage and execute events/functions in alignment with the run sheet, ensuring seamless delivery and providing exceptional hospitality services.
· Assist with and facilitate the provision of caterers, audio-visual, entertainment providers and other suppliers as required for events/functions.
· Set up and pack down furniture, audio-visual equipment, decorations and any hospitality items provided by Partridge House for events/functions.
· Clean up post event/function, including vacuuming, mopping, cleaning equipment and sheds, and operating the commercial dishwasher. 
· Ensure customer and guests follow terms and conditions for car parking within Partridge House.
· Undertake general administrative tasks, including checking the Partridge House email and filing of records/correspondence.
· Actively seek and suggest ways to improve work practices and outcomes. 





	QUALITY & COST

	· Proactively respond to and manage any issues that arise during the event, escalating as required.
· Ensure event location is available, clean and tidy prior to event set up.
· Raise Customer Service Requests for maintenance and other works required at Partridge House.
· Strive to maximise administrative and cost efficiencies during daily operations.
· Deliver quality outcomes on time and on-budget. 


	DEVELOPMENT

	· Actively listen to the needs, concepts and ideas of peers, the community and customers.



	4. 	PERSONAL CRITERIA



QUALIFICATIONS

· Certificate in events or hospitality – desirable.
· Holds an unencumbered Australian drivers licence – desirable.
· Current First aid certificate – desirable.

EXPERIENCE & KNOWLEDGE

· Experience in the delivery of direct customer service, with a strong understanding of customer service principles - essential.
· Experience working in events, hospitality and customer service industry – essential.
· Proficient in the use of Microsoft Office and experience in using corporate digital applications – essential.
· Experience with the Technology 1 suite of applications – desirable.
· Knowledge and understanding of legislation, guidelines and standards relevant to the area of operation.

PERSONAL CAPABILITIES

· Capability to undertake work of a physical nature such as moving and carrying furniture required when setting up and packing down for events.
· Self-motivated with the ability to establish credibility and deliver high quality outcomes for our community.
· Good verbal and written communication skills, with a strong emphasis on interpersonal skills, essential for effective interaction and teamwork. Ability to prioritise workload and meet set timelines.
· Ability to be resilient, innovative, flexible and readily accommodate change.
· Ability to analyse problems, evaluate alternatives, provide solutions and make decisions based on sound judgement. 
· Demonstrated commitment to exploring and expanding individual capabilities. 
•	Ability to work both independently and in a team environment.



	5.	WORK HEALTH & SAFETY RESPONSIBILITIES


	
· Comply with any reasonable instruction in relation to WHS.
· Cooperate with any reasonable policy or procedure relating to WHS. 
· Take reasonable care in regard to work health and safety.
· Avoid adversely affecting the health and safety of any other person through any act or omission at work.
· Ensure that you are not in such state (due to alcohol or drugs) as to endanger your own safety at work or the safety of any other person.
· Not wilfully interfere with or misuse items or facilities provided in the interest of the health and safety of workers.
· Report all accidents, incidents, injuries, property damage in accordance with agreed procedures.
· Comply with the use and utilisation of appropriate personal protective equipment.
· Participate in activities associated with the management of workplace health and safety policies, procedures, management systems and consultative structures.

	6.	SPECIAL CONDITIONS



· Some out of hours work may be required. 
· In line with Council’s Background Screening & Reporting Procedures, Department of Human Services (DHS) screening clearances are required for all positions, and will be renewed upon expiry thereafter.

	7.	OUR VALUES



As a value based organisation we demonstrate our values through our behaviours. These values guide everything we do. As an employee you will play a key role in demonstrating these values:

· Achievement – Deliver agreed outcomes for our Community.
· Respect – Act with honesty and integrity.
· Innovation – Seek better ways.
· Simplicity – Easy to do business with.
· Engagement – Provide opportunities for all to participate.

These are assessed on an ongoing informal basis, and formally through the Professional Development Review process.

	8.	ACKNOWLEDGEMENT



	Employee Name:
	
	Direct Manager:
	

	Signature:
	
	Signature:
	

	Date:
	
	Date:
	



[image: COH014_A4_Word_2a.gif]
image1.png
CITY OF

HOLDFAST BAY





image2.svg
           


image3.png




image4.png
‘OO .
- °o®
QO@@OOOO




image5.png




image6.png




image7.png




image8.png




image9.png
‘OO .
- °o®
QO@@OOOO




image10.png




image11.png




image12.png




image13.png
CITY OF

HOLD FAST B AY




