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Lancaster City Council - Job Description

	Job Title:
	[bookmark: _GoBack]Platform Casual Steward
	Grade:
	Grade 2 
	Job Code:

	CEWCAS0042 CEWCAS0091
CEWCAS0095
CEWCAS0088 
CEWCAS0044

	Job Family:
	
	Job Family Group:
	
	Reports to:
	Platform Manager 



	Job Summary

	
Assist with operation of events including a stewarding and audience welfare role. Working behind a busy licensed bar. Operating a computerised box office system. Re-setting seating, and sometimes moving heavy items of equipment. 


	Direct Responsibilities 

	
· Preparation and service of drinks from a busy licensed bar and use of a cash register.

· Undertake a range of other duties in a stewarding role: dealing with customers within the Platform licensed areas, provide a friendly and warm reception at the door and assist with customer care within the auditorium and re-set the venue including the manual handling of furniture and sometimes heavy equipment. 

· To work in the Box office and assist customers buying tickets in person on the evening of the event by using The Platform computerised box office system. 

· General awareness of health and safety and the maintenance of a safe environment at all times.

· Cash handing following Platform and Lancaster City Council financial procedures.

· Replace stock, clean the bar and equipment before and after an event.

· Complete cashing up procedures and associated paperwork.

· To ensure the cleanliness of the facility is of a high standard and that all public areas are regularly checked and maintained prior to, during and after an event/performance.

· Ensure any information given and on display is correct and up to date.

· Awareness of Council Health and Safety / Emergency procedures with special attention to those in your immediate role and working environment.

· Deal with accidents, incidents, complaints and compliments in the appropriate manner and ensure details are recorded on the appropriate recording sheets.

· To wear appropriate clothing / the uniform provided.

All other General Duties as requested by the Duty Manager.


	Primary Objectives

	
Ensuring all service standards remain at the highest possible level.


	Knowledge & Educational Requirements

	
Must be prepared to undertake any in house LCC training requirements relevant to the post, especially surrounding cash handling, GDPR, manual handling.
There may be the opportunity to partake in Licencing training leading to BIIAB level 2 qualifications as a Personal Licence Holder.


	Other Requirements

	
The hours of work for this position are flexible and will include mainly evening and weekend work and some Bank Holidays.
To work in this role at other Council buildings as required


	Additional information

	
General Statement
The above duties and responsibilities do not include or define all tasks that may be required of you.  Duties and responsibilities may vary without changing the general character or grade of the role.  

As a normal part of your job, you are expected to routinely undertake corporate activities on behalf of your Directorate, appropriate to grade of the role.

Learning and Development
You are expected to undertake any training and development appropriate to the current and future needs of the post.

Health & Safety at Work
All members of staff are responsible for fulfilling their health and safety roles and responsibilities, as outlined in the Job Description above. It is the employee’s responsibility to ensure that they are familiar with the Council’s health and safety policy, procedures, work instructions and relevant risk or other health and safety assessments pertinent to their work tasks, and that they carry out their work tasks in accordance with the significant findings of such. 

Equal Opportunities
Lancaster City Council is an Equal Opportunities employer and has equal opportunities policies with which you are expected to comply at all times. The City Council condemns all forms of harassment and is actively seeking to promote a workplace where employees are treated with dignity, respect and without bias.  

Community Safety
Section 17 of the Crime and Disorder Act requires local authorities to consider the community safety implications of all their activities. Officers of Lancaster City Council should have an awareness of community safety and consider any community safety implications within their own area of responsibility. 

Safeguarding
Lancaster City Council delivers a range of services and activities that impact on the lives of children both directly and indirectly. Safeguarding children, ensuring their welfare, safety and health is of paramount importance.  We are committed to providing safe and supportive services that will give children the opportunities to achieve their full potential.
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