
BUDA HISTORIC HOME & GARDEN INCORPORATED


POSITION DESCRIPTION CASUAL GARDEN ROOM COORDINATOR

POSITION DESCRIPTION:
CASUAL GARDEN ROOM COORDINATOR 

REMUNERATION:



 

3 hours each week and will include an oncall allowance.

Hospitality employee level 2 casual rate $27.15 per hour
REPORTS TO:
Admin Manager
EFFECTIVE DATE:



Buda Historic Home & Garden is a not-for profit organization and is prominent in Castlemaine and the Central Victorian region as a major heritage and tourism asset. The House and Garden complex is held in Trust for the people of Victoria by the Trustees of the Castlemaine Art Gallery & Historical Museum and is managed by an incorporated voluntary Committee of Management.
The Garden Room Venue is hired out to members of the public to earn income to assist with covering Buda’s running costs, and is also used by Buda Management and Staff for meetings, functions and fundraising events.

PRIMARY ROLE

The Garden Room Coordinator is responsible for Garden Room facilities on weekends and other times as required (eg. Public holidays), liaising between hirers of the Garden Room venue and Buda staff, as outlined below and reports to the Administration Manager. It is expected that this position will take approximately  3 hours each week and will include an oncall allowance.

KEY RESPONSIBILITIES

· Liaise with Administration Manager on regular weekly basis and bring any concerns to their attention

· Liaise with hirers of the Garden Room facilities and other Buda staff, to ensure the smooth running of the Garden Room
· Keep records of discussions and quotes given to hirers for invoicing by Buda staff, and report on any matters affecting loss of bond or other to the Buda Administration office
· Be responsible for the presentation, cleaning and upkeep of the facility, furnishings and equipment.

· Liaise with the cleaning and catering staff to ensure rosters are properly maintained and followed.

· Do a regular inventory check of facilities
· Ensure venue is opened for and locked-up after each function, and utilities are switched off

· Be on call over weekend periods and other times as requested to assist patrons if there is an issue.

· Show prospective patrons through the Garden room and liaise over costs and facilities when required.

· Maintain bookings system in liaison with Administration manager and other office staff.

KEY RESULT AREAS (EXPECTED OUTCOMES)

· Effective liaison with hirers and coordination of their requirements to ensure their ease of access and enjoyment of Garden Room facilities.

· Timely information and advice to appropriate staff regarding Garden Room issues.

· Maintaining a safe and healthy environment for hirers, visitors and staff.

· Ensuring ongoing good relations with all Garden Room hirers, community users and other agencies.
· Liaison with fellow staff members, Committee and their various work teams.

· Timely maintenance of booking system


KEY SELECTION CRITERIA
· Competent computer skills are essential. Experience in Microsoft Office necessary. Knowledge of project management software advantageous but training will be provided.

· Flexibility is a key requirement as patrons can make last minute changes.

· Notification in advance of times when you are unavailable is critical (except in the case of illness etc.) when notification of unavailability at the time is critical so that another staff member can take responsibility.
Desirable

1. Experience in customer services
2. An understanding Occupational Health and Safety
3. Certificate in First Aid
Personal Capabilities

4. Integrity. Be honest, trustworthy and relate personal standards to the role expected.
5. Team Skills. Be capable of working with a small team, sharing information and skills related to the Garden Room.
6. Flexibility. Be open-minded and have the ability to handle various responsibilities. 

7. Initiative. Be pro-active in approach, accept responsibility for the stated job 

8. Public Relations: Be able to cultivate and maintain good relations with all hirers, user groups, networks and organisations relating to Buda and the Garden Room.
DUTY DESCRIPTION

This role is to support the office staff in coordination of the Garden room outside of office hours. This means that the key criteria in this role is flexibility. Towards the end of each week, the Casual Garden room coordinator will be required to update themselves on the upcoming bookings, correspondence and cleaning and catering rosters. Any changes that have been notified need to be recorded into the system and appropriate staff and rosters updated. This can be done in the office, or remotely on documents residing in the cloud. A key component of this role is to be on call from Friday to Sunday evening and other times as required (in advance) such as public holidays. This means that a mobile phone number needs to be available during these times, that can be given to hirers. If there are times that Coordinator is unavailable, they will need to notify the Administration Manager in advance so that other arrangements can be made, except in the advent of sudden illness or other unexpected personal events where the committee on call person will be notified of the temporarily unavailability. Issues arise with hirers from time to time that the coordinator will need to deal with while on call, such as equipment breakdown, but this is an occasional occurrence not an every weekend one. 

In addition, the casual Garden room coordinator will be expected to make sure that the responsible person in the hirer group has locked up and followed the exit checklist. This can either be done in person or by text notification. You will also be responsible to check once per week that supplies are not depleted, and that no repairs are necessary, or notify office staff of the requirements.

OTHER HELPFUL SKILL, KNOWLEDGE AND EXPERIENCE
· Knowledge of Castlemaine and surrounding region hospitality networks, especially party hire services, caterers, tourism and accommodation. 

· Knowledge and understanding of security and emergency procedures

OTHER RELEVANT INFORMATION
· The bookings system will need to be kept up to date in liaison with the Administration manager. Training will be provided.

· Signing of a Conditions of Employment Agreement contract on acceptance of position

· A police check may be required prior to making a job offer to any person.

· A pre-employment medical assessment may be required prior to making a job offer to any person.

· Buda Historic Home and Garden Inc. is an equal opportunity employer, and does not tolerate harassment of any kind.

PAY RATE

Hospitality employee level 2 casual rate $27.15 per hour
$20.63 per day on call allowance

(143.34 + super per week) 


