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Volunteer Job Description

	[bookmark: _Hlk511043330]Job Title
Hospitality Administrator Volunteer 

	[bookmark: _Hlk511042508]

	Department
Hospitality
	

	

	Reports to (Job Title)
Catering and Hospitality Supervisor 

	

	Responsible for:
Room bookings
	

	

	Location
YMCA North Staffordshire
	



YMCA is a Christian organisation, committed to Equality and Diversity in the Workplace. YMCA is committed to the safeguarding of children, young people and vulnerable adults.

Job Purpose 
The administrator will assist with the booking of rooms and the associated food and refreshments.

Duties and responsibilities
· To support the administration of the internal and external booking system for room hire. 
· To review the current paperwork system and suggest improvements. 
· To complete daily room checks, ensuring rooms are correctly set up with chairs, flipcharts, IT etc. 
· To ‘Meet and Greet’ customers and show them to the designated room.
· To complete monthly invoices (under supervision) and ensure customers are charged correctly and on time. 
· To complete the monthly internal requisition forms (under supervision).
· To liaise with YMCA’s Marketing Team to develop social media content to promote our conference facilities. 
· To actively manage the relationship with Staffordshire Conference Bureau to ensure we maximize our exposure across Staffordshire. 
· To build relationships with local companies to encourage them to use our facilities.















Person Specification

	[bookmark: _Hlk521494163]Essential 

	Knowledge & Experience 

	· Good IT skills including knowledge of Microsoft Office Suite e.g. Excel, Word, PowerPoint and Outlook.
· Familiar with the use of social media, to brief our Marketing team to engage with local businesses. 

	Skills and Ability

	· Excellent skills in taking care of the needs of external clients as well as YMCA staff members.
· Positive and professional approach. 
· Ability to work with different groups of people and responding to their needs, as per YMCA’s Equality & Diversity policy. 
· Strong work ethic. 
· Extremely reliable.  
· Empathy with young people and a desire to encourage and inspire others. 
· Ability to think independently to resolve issues in a practical and positive manner. 




	Desirable

	· Experience in a hospitality role or in event management.


	Other Requirements	

	· Willing to undertake any training to aid personal development. 
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