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QUAKERS IN BRITAIN
JOB DESCRIPTION  
	JOB TITLE:

      Operations Assistant 
REPORTING TO:
      Floor Manager- Back of House  
DIRECT REPORTS:    N/A
DEPARTMENT:
  Operations  
DATE:


    May 2026


Job Purpose 
To support the daily operational delivery of events, hospitality, room setups, and venue services across Friends House. The role provides hands-on support for room preparation, hospitality delivery, AV setups, and general back-of-house duties to ensure events run smoothly, safely, and to required standards. The post works closely with the Back of House Manager, Floor Managers, and colleagues across Operations and wider venue teams to provide a high-quality experience for clients and visitors.

Main responsibilities:
· Support the setup, clear-down, and reset of meeting and event spaces in line with daily schedules and service standards.

· Deliver hospitality services, including the collection, transport, setup, and replenishment of refreshments for meetings and events.

· Provide occasional support to Front of House operations when required, with full training provided.

· Support AV, in room technology and event readiness as directed,  in line with event sheets and instructions, ensuring spaces are prepared correctly and any issues are reported promptly to the AV Engineer or Back of House Manager.

· Maintain high standards of cleanliness, organisation, and presentation within back-of-house areas, storerooms, and event spaces.

· Follow event sheets, setup instructions, and operational procedures to ensure timely and accurate delivery of services.

· Ensure safe handling, movement, and storage of furniture, equipment, and catering items using correct manual-handling practices.

· Communicate courteously with clients and colleagues, escalating queries or issues to managers when required.

· Support colleagues across Operations and wider venue teams to ensure consistent quality of service.

· Use equipment safely and report any faults, damages, or maintenance issues promptly.

· Adhere to Health & Safety, Fire Safety, Food Hygiene, and operational policies.

· Undertake any other reasonable duties required to support operational needs.

Working hours, conditions and other core details 
The role is full-time/part time and site-based, with working hours arranged on a flexible rota according to business and operational requirements. Flexibility is essential, and the post holder may be required to support early starts, late finishes, weekend working, or extended hours during busy operational periods. Additional hours may occasionally be required, with time off arranged in line with organisational policy. This is a hands-on operational role involving regular movement across the site and manual handling.
Other Responsibilities:  

· To undertake duties and responsibilities commensurate with the post

· Support the Quaker Leadership Framework and Quaker Values.
· Responsible for ensuring that QiB’s Safeguarding Policy is adhered to in all aspects of the role 

· Responsible for ensuring that QiB’s Equal Opportunities Policy is adhered to in all aspects of the role 
· Responsible for ensuring that QiB’s Health & Safety Policy is adhered to at all times 

· Responsible for ensuring that QiB’s commitment to sustainability is adhered to in all aspects of the role 

· Responsible for ensuring that QiB’s Staff handbook is adhered to at all times.

· A commitment to championing equity, diversity and inclusion in our workplace community 

Safeguarding Requirements:
· Completion of mandatory training modules on safeguarding adults and children, including annual refresher training.  

QUAKERS IN BRITAIN
PERSON SPECIFICATION
	Job Title:              Operations Assistant 
Department:
    Operations   
Date: 

     May 2026


Essential Knowledge, Skills, and Experience
• Understanding of basic hospitality or events operations (I)
• Awareness of Food Safety and Health & Safety procedures (I, As)
• Knowledge of safe manual-handling practices (I, As)
• Experience in hospitality, events, or customer-facing environments (A, I)
• Ability to work in a team and independently (I, As)
• Organisational skills, following schedules, etc. (I, As)
• Confidence using basic AV/IT (training provided) (A, I, As)
• Strong communication skills (I, As)
· A good understanding of equity, diversity and inclusion in the workplace
Essential Behaviours
· Sympathetic to the Quaker values (training and induction provided). (I)

· Shows a positive, can-do attitude and takes pride in delivering excellent service. (I)
· Treats colleagues and visitors with respect, patience, and professionalism at all times. (I)
· Works collaboratively, offering help without waiting to be asked and contributing to a supportive team environment. (I, As)
· Takes responsibility for completing tasks to the expected standard and follows through on commitments. (I, As)
· Remains calm, adaptable, and solution-focused when faced with last-minute changes or operational pressures. (I, As)
· Demonstrates reliability, punctuality, and consistency in day-to-day work. (A, I)
· Embraces feedback, learning, and continuous improvement. (I)
· Supports an inclusive, welcoming culture aligned with Quiet Company values. (I)
· Displays strong commitment to excellent customer care (I)
Essential Qualifications
· Level 1 Food Hygiene (or willingness to obtain) (A)
Desirable (Not Essential)
· Basic Health & Safety Qualification (A)
· Manual Handling Qualification (A)
· Customer Service qualification or experience (A,I)
· Experience with AV/IT equipment (A, I, As)

· Hospitality/event experience (A, I)
For management use only: (A: Application or CV, I: Interview As: Assessment at selection)
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