Job Title

Assistant Building Supervisor

General Information

Reports to

Operations Manager

Overall Purpose

The Assistant Building Supervisor will assist the Building Supervisor in being responsible for the
day to day running of National Theatre of Scotland’s building, Rockvilla. They will have key holder
responsibility and will be expected to open and/or close the building as required.

Job Information

Main Duties and Responsibilities

Proactively assist in the management of building systems to optimise required efficiencies
(financial), working environment and environmental improvement commitments

Provide a welcoming first point of contact to building visitors outwith regular office hours
Help create a healthy and safe environment for all staff and visitors to Rockvilla
Ensure the building is kept and maintained in a fit and proper state

Ensure the building is secure when not in use



Specific Duties

Opening and/or closing and securing of Rockvilla, Monday to Saturday, as required and in line
with agreed opening hours

General key-holder responsibilities — being named on building monitoring contact list for alarm
call outs

Management of visiting contractors

Act as Duty Fire Warden as required

Provide all-round assistance to the Technical Department
Undertake general maintenance tasks

Assist with the building cleaning team with tasks as required

Comply with National Theatre of Scotland’s Health and Safety Policy and statutory regulations

Organisational Requirements

- Work towards the achievement of National Theatre of Scotland’s organisational goals
Use IT applications to service the post’s administrative needs

- Work towards the achievement of National Theatre of Scotland’s organisational goals

- As the post holder may be the first point of contact for many external organisations and
individuals, they are expected to remain up to date with, and be aware of, developments
within National Theatre of Scotland and its work

- Handling, processing and recording of restricted information, therefore confidentiality is
required to be maintained at all times.

- Be willing and able to attend meetings and other events outwith normal working hours as
required and to travel away from home as necessary

. Attendance at performances of the National Theatre of Scotland and other companies, to
develop and maintain an understanding of developments within the Company’s work and
the wider sector

. Comply with the Company’s Health and Safety Policy and statutory regulations

. Take part in National Theatre of Scotland organisational projects as required

Personal specification

Quality Type
Equwall_e_nt experience in a Buildings Essential
or Facilities role.
Up to date knqwledge of Health and Essential
Safety regulations
FIeX|bIe_aro.u_nd shift requirements Essential
and availability




Quality Type

Able to prioritise and schedule work
based on evolving needs and Essential
operation of building

Trades background or proven ability
to tackle basic maintenance/service | Desirable
tasks

Identifying as from any of the
Company’s priority
underrepresented groups including
people of colour, deaf or hard of Desirable
hearing people, disabled people,
Gaelic speakers, BSL users, and
neurodiverse people.

Terms and Conditions of Employment

Salary
£15,131.47 per annum

Status
Fixed Term
Hours of Work

20 hours per week

Probationary Period

3 months

Notice Period

1 month

Holiday entitlement
19.5 days (14.5 days AL holiday + 5 days bank holiday)

Pension: The Company makes an 8% contribution into the Company’s group personal pension
plan on condition that the employee makes a minimum contribution of 3.2%

Place of Work: This role is based at the Company’s main office at Rockvilla, 125 Craighall Road,
Glasgow G4 9TL.

Hours of work: 35 hours. Office hours are 10am — 6pm, Monday to Friday plus evening and
weekend work when required. However, the postholder will be expected to attend events,
performances, meetings, and briefings at locations where the Company is, or is expected to be
present.





