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 Princes Risborough Town Council - Job Summary

Employer: 
Princes Risborough Town Council.
Location: 
Princes Risborough, Buckinghamshire.
Industry:
Local Authority.
Job Type:
Full-Time 37 hours per week, flexible working to include evenings and weekend working
Career Level:
Experience necessary.
Salary:

£24,000 - £30,000 depending upon experience
Manager, The Wades Centre, Wades Park
About the Job
Princes Risborough Town Council is currently looking to recruit a full-time member of staff to manage The Wades Centre.  You will be responsible for planning, organisation and the running of The Wades Centre to achieve a busy, function and dynamic community building.
You will be required to work flexibly to include significant evening and weekend working.

Your duties will include:

· Be the Designated Premises Supervisor of The Wades Centre. 

· Responsibility for all Town Council stock and cash located in The Wades Centre. 

· Prepare weekly maintenance and cleaning schedules including Bar, Cellar and Kitchen management.

· Supervise the Bookings and Property Officer, the Caretaker, Bar Assistants and Cleaning Team.
· Supervise training and development of staff.

· Ensure compliance by team with all health and safety policies and procedures.

· To ensure all vehicles, plant and equipment used are regularly maintained in accordance with routine operating requirements, including the completion of records.

· To monitor facilities, plant and equipment to ensure safe working practises and compliance with health and safety regulations, and to maintain the correct reporting/maintenance system.

· Maintain a risk management database and ensure mitigation and control activities are undertaken as agreed.  
· Respond to emergencies arranging/carrying out temporary repairs as required and if necessary, liaising with Emergency Services and other outside agencies e.g., Environment Agency.

· Liaise and oversee the work and conduct of contractors as required.

· Assist with the organisation and management of community events.

· Contribute to the development and organisation of systems/procedures/policies.

The Princes Risborough Town Council is an equal opportunities employer and all applications will be considered. 

For an application form please click  

or contact The Clerk to the Town Council on 01844 275912 or email towncouncil@princesrisboroughtowncouncil.gov.uk 
CLOSING DATE FOR ALL APPLICATIONS: 31 May 2021
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