Building and Sustainability Supervisor
Job Description

Overall Responsibilities

The Building and Sustainability Supervisor will work as part of the Artspace core team and is responsible for the up-keep of Artspace Cinderford’s premises and its grounds, including cleaning, maintenance duties and all aspects of health and safety.  Your focus will be to ensure that our building is safe and secure for everyone; staff, visitors and participants, your role is key to the smooth running of the organisation on a day to day basis.

Your main duties will include:
1. Opening up the building in the mornings and leaving it locked, alarmed and secure, when you are the last person to leave the premises.
2. Performing daily cleaning duties in accordance with our cleaning schedule and ensuring that the building, workshop spaces and facilities are clean, stocked and ready for use.
3. Staffing the reception area, welcoming and reminding visitors about Covid-19 safety procedures.
4. Being the point of contact for workshop rental enquiries, updating venue booking calendars and staffing rotas.
5. Stock control of materials and equipment, sourcing cost effective and eco-friendly suppliers.
6. Managing a building maintenance schedule, carrying out repairs/maintenance wherever possible (or recruiting the relevant tradespeople where necessary).
7. Coordinating contractors to service our equipment, EG: fire extinguishers, emergency lighting, gas boilers, lift, photocopier, and organising the annual PAT testing of electricals.
8. Monitoring service supply contracts, EG: utilities, telecoms and broadband, insurance. Negotiating affordable renewal rates and checking invoices are in line with agreed tariffs.
9. Carrying out, and keeping records of, health and safety processes and procedures, including; regular spot checks and fire alarm tests, writing and updating risk assessments and ensuring the organisation remains compliant with relevant health and safety legislation. (Training will be provided).
10. Providing in-house health and safety induction training for staff and volunteers.
11. Helping to ensure that Artspace is as ‘green’ as is possible, facilitating and promoting recycling and reducing our waste to landfill, monitoring our energy and water consumption, and helping to further develop the environmental sustainability of the organisation.
12. Working as part of the Artspace core team, attending meetings as required and working pro-actively to support the organisations aims, activities, events and exhibitions.  


Hours and Salary
[bookmark: _heading=h.gjdgxs]Hours: Part-time, 25 hours a week (5 hours a day). 
Salary: £20,800 pro rata / £13,000 per annum.
 This post requires an enhanced DBS and references.
