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TEESSIDE UNIVERSITY STUDENTS' UNION


JOB TITLE:			Venue Staff

RESPONSIBILITIES TO:  	Facilities & Events Manager, Facilities & Events Coordinators, Senior Venue Supervisor & Venue Supervisors

JOB PURPOSE:	To provide a safe and secure environment within Teesside University Students’ Union and at Student Union Events
__________________________________________________________________

SPECIFIC DUTIES AND RESPONSIBILITIES.                          

· To monitor any guest list / manage capacities using counting systems. 
 
· To secure the venues, fire doors and ensure that all the exits and stairwells are clear before each shift and work within the Student Unions Health and Safety Guidelines 

· To clean up any debris or spillages found in any public area and collect glasses/bottles when requested.  Ensuring a safe and hygienic area for the customers to attend

· To report to the Supervisors and/or Management of any faults with machines in our Venues and/or damage to the fixtures, fittings and structure of the Students’ Union.

· To run a cloakroom service, taking and storing of items of clothing and provide a record and returning of lost property using whatever equipment required.

· To inform either the Senior Venue Supervisors or Facilities & Events Managers of any enforced absence from work one hour before shift due.

· To assist the Events team in the setting up, preparation and delivery of quality entertainment and activities.

BASIC DUTIES

· To be able to use own initiative when at work with regards to building setup and clean down. Also be able to follow operational guides used for events.

· To deal with any disruptive or violent behaviour and remove anyone guilty of causing trouble from the premises. 

· To use proper radio procedure when and use the equipment correctly.  To maintain that set and report immediately to supervisors any damage or fault to it.

· To attend the Induction Days' Training as provided by the Facilities & Events Manager.  Failure to do so negates commencement to work.

· To work and adhere to the prescribed rules and regulations given in the Department Handbook.

· To uphold and accept the decisions made by the Officer Trustees and Management, ie, line management regulations.

· To be available, and attend, regular training sessions (at least 1 weeks' notice will be given and sessions will be duplicated where possible).

· To be available for work on Friday and Saturday nights (our busiest evenings).

· To attend work looking smart and to wear the prescribed uniform as described in the department handbook.

· To turn up for your work shift before the allotted time to enable yourself to be ready to start work at the prescribed time.

· To abide by the rules and Policies of the Students' Union and abide by the Staff Protocol / Line Management regulations.

· To undertake any other reasonable duties as requested.

REWARDS OF BEING STUDENTS’ UNION STAFF

· When off duty you get discounted offers on certain events.
· Training and Development opportunities.
· Occasional Staff Activities & Social Events.
· Reference on leaving University.
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