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POST:


Day Concierge 
RESPONSIBLE TO:     
Senior Night Concierge

SHIFTS: 


As per contract of employment
An enhanced Child and Adult Workforce DBS is required for this post, as the post holder will be working directly with vulnerable people.

Main duties

· Monitoring the safety and security of our buildings, undertaking active patrols and visits

· Complete tasks set out on weekly check sheets 

· Remaining alert to identify and deal with any risks or concerns promptly

· Using CCTV to manage the security of our premises and residents in line with GDPR policies and procedures.

· Responding quickly and calmly to incidents or emergencies taking appropriate action and keeping the on-call senior updated of any major events.
· Managing and de-escalating anti-social behaviour
· Giving first aid or other emergency assistance as required
· Building positive, professional relationships with customers 
· Respond and deal with inappropriate behaviour by residents and visitors in line with YMCA policy and procedures.
· Maintaining accurate records and logging any incidents on our internal systems

· Ensuring shift changes are smooth and all relevant information is handed over 

· Collecting food donations if requested, ensuring all health and safety protocols are followed and items are securely and safely stored.
· Completing basic maintenance tasks if required 

· Responding to basic resident queries and signpost support issues to relevant staff or external support service.

· Being the first point of contact for any external callers and signpost them appropriately
· Participating in routine health and safety activities such as cleaning 

· Taking reasonable steps to rectify or reduce any health and safety that need immediate action. 

· Reporting any health and safety or maintenance issues that cannot be rectified immediately  

· Ensure that all communal and work areas remain clean and tidy

Other

· To have a flexible and positive attitude

· Be a fully committed team member and supportive colleague

· Take an active shared role in general housekeeping of our offices

· Undertake own admin tasks using the tools and systems provided 

· Share information and expertise with colleagues to deliver a high-quality service

· Comply with professional boundaries and confidentiality procedures at all times

· Attend and participate in supervision, meetings, courses, training sessions etc as directed by management

· Work within the policies and procedures of the organisation

· Working to actively promote safeguarding within the service

· To take on any other reasonable duties as requested by line manager
	Attributes
	Essential
	Desirable

	Job Knowledge
	Basic use of Microsoft Office programs
Knowledge of confidentiality and GDPR
	Knowledge of potential security or safety issues in a housing scheme

Use of CCTV monitoring systems 
Basic DIY skills 
Use of fire monitoring equipment and building evacuation

	Job skills
	Ability to communicate clearly and firmly

Ability to prioritise

Ability to work under pressure
Ability to assess difficult situations and provide solutions

Flexible and able to work as part of a small team 

Ability to de-escalate high tension situations 

	Conflict resolution skills
Crisis management skills



	Experience
	Experience of confidently dealing with challenging situations

Experience of working in a similar environment


	Experience of working with young or vulnerable people 

Experience in a security or concierge role

Experience of working in a supported housing service 
Lone working

	Personal attributes
	Excellent interpersonal skills

Polite professional manner 

Good timekeeper

Reliable

Calm in a crisis

Empathetic


	Initiative to fill quiet periods without direction or supervision


	Education and qualifications 
	Maths and English to Functional Skills L2 or higher

	First Aid certificate

Mental Health First Aid certificate

Food Safety/Food Hygiene

	Other requirements 
	Basic understanding of Health and Safety

Full UK driving licence and access to a car for work use with business insurance 

Ability to undertake some weekday shifts for training and induction 
	Ability to offer cover for absence of colleagues 
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