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Applying for this post

To apply for this post please complete the online application process on our website: https://www.birmingham-rep.co.uk/get-involved/careers-and-vacancies.html 

 Data from your diversity monitoring form will not be shared with the recruitment panel.

*we accept other forms of submission including video and audio recordings. 

The Rep is a Disability Confident Employer. If you would like to apply under this scheme please selection this option on our application portal. 

The Rep supports and encourages applications from refugees seeking asylum in the United Kingdom. We will guarantee an interview to any refugee if they meet the minimum criteria for the job vacancy and has the legal right to work in the UK. If you would like to apply under this scheme please select this option on our application portal.
If you would like to request any adjustments to enable you to apply for this post or to fully participate in an interview, please contact RepTalent@birmingham-rep.co.uk
The deadline for receipt of applications is 6th Jan 2023 at 12pm. Interviews will be held when suitable candidates apply.
Guidance

Please read the job description carefully before starting your application to ensure that you meet all of the essential criteria and are able to provide evidence in your application to support these areas. Only relevant information will be considered when shortlisting candidates.

In line with GDPR, your application will be retained securely for 6 months before being destroyed if you are unsuccessful.
Role Summary

Unique Venues Birmingham (UVB) is a venture between Birmingham Repertory Theatre (The Rep) and the Library of Birmingham (LoB) to exploit the excellent conferencing and hospitality opportunities offered within the shared building on Centenary Square in the centre of the city.  

This role will have responsibility for meeting and greeting guests & general administration support and co-ordination across both companies. This will involve extensive diary management for the Rep Commercial Director, UVB Hospitality Director and the UVB Business Development Director, arranging appointments, supporting with arranging exhibitions & events, and general admin tasks.

This is a very important and busy role. You will be vital to the smooth running of the teams and it will be crucial that you facilitate great communications internally. You must be able manage work quickly and manage several tasks at one time, all while keeping calm and professional.

Main Duties and Responsibilities

· To welcome all guests in a polite and friendly manner

· Meet and greet clients on arrival and provide building induction.
· Ensure delegates are directed to the correct spaces.
· Manage any enquiries from delegates and direct their questions accordingly.
· Liaise with event Managers on the radio.
· General Admin duties to support the delivery of events, for example answering the phone, print signage, photocopying etc. 
· Provide daily assistance and administrative support to Rep Commercial Director, UVB Hospitality Director and the UVB Business Development Director including diary management, co-ordinating meetings, setting up meeting rooms, dealing with correspondence.
· Produce letters/emails/reports to aid the Management team as required.
· Co-ordinate exhibitions, manage the appointment diary, book travel and accommodation for any exhibitions. 
· Arrange and minute internal meetings as required.
· Updating menus, drinks menus for both operations.  

· Research & Collate information required for competitor analysis.

· Research & Collate information for purchasing of items required for the delivery of the operations. 

· Update sales portals with up-to-date information.

· Raise purchase orders and set up new suppliers as required.
· Manage the administrative duties of Birmingham Unique Network, UVB monthly networking event. 

· Support in the administrative duties in relation to new projects for example UVB refresh of the Brand, new website and new venues. 

· Coordinating Launch events, FAM trips and press night.

· Support with HR tasks, people administration including new starter and leaver processes.
· Support with diary and facility arrangements for interviews.
· Provide support with organising training events, all staff events, internal meetings and company away day events including securing rooms, refreshments and issuing invites.
General Responsibilities

· Adhere to and implement the guidelines, procedures and policies of the company as detailed in the staff policies (available from the staff intranet).

· Play a role in the life of the company and work across departments to develop a positive and engaged organisational culture.
· Be aware of, and comply with, rules and legislation pertaining to Health & Safety at work and abide by the procedures set out in the Health & Safety Policy.

· Be aware of, and comply with, rules and legislation pertaining to data security, and GDPR, at work and abide by the procedures set out in the Data Protection Policy.

· All staff are expected to demonstrate an understanding of, and adherence to, our safeguarding policy, including a duty to report any issues of concern.

Person specification

You must have….

If you do not demonstrate that you meet all these criteria you may not be shortlisted.

· Demonstrable administration experience in a busy office environment.
· Experience in managing large databases and handling sensitive data.
· Accustomed to producing and creating reporting suites.
· Good IT skills in all Microsoft office packages, particularly excel and word.
· Confident and clear communication skills with staff of all levels.

· Excellent communication skills face to face and on the telephone.
· Excellent organisational skills and ability to work accurately under pressure.
· Ability to maintain confidentiality at all times.
· Ability to deal with difficult telephone conversations.
It would be great if you had…

If we need to choose between candidates who meet the essential criteria, we may take these factors into account.

· A good understanding of the importance of compliance and GDPR.
· Interest in hospitality or similar environments.
Terms & Conditions

Period of work

This is a 12 month fixed term role with the potential to become permanent.
Pay

Up to £22,591.92 per annum dependant on experience.
Hours

39 per week to be worked flexibly to suit applicant.
Holidays

20 days per year plus, increasing to 25 public holidays, pro rata. The holiday year runs from 1 September to 31 August each year.

Notice period

The notice period will be 1 week per years’ service up to 12 weeks.
Location of work

The Rep theatre – you may be asked on occasion to work at our other venues. 
There’s no such thing as perfection…

At UVB we don’t expect or look for the ‘perfect candidate’, instead we look for people who can positively contribute to our team and have transferrable skills. In return you will be given support and encouragement and all the right conditions to grow, succeed and be your best. We are committed to creating an inclusive workplace where difference is a strength and every unique voice and skill is recognised and valued.

For us, recruitment is more than a match against a job description, it’s about feeling excited to come to work every day and being proud of who you work with and for. We believe UVB is for everyone, so however you identify, whatever your background, if you feel that about this role then we urge you to please apply.

It’s important to us that UVB reflects the communities we serve and therefore we particularly welcome applicants from the global majority and D/deaf & disabled communities as these groups are not as well represented as we would like. We want our Rep to be accessible and culturally informed, so we encourage you to celebrate and share your own cultural experience and knowledge of our city proudly in your application.

We guarantee to interview anyone from these under-represented groups whose application meets the minimum criteria for the post. By ‘minimum criteria’ we mean that you must provide us with evidence in your application form which demonstrates that you generally meet the level of competence required for each competence (or could with reasonable support), as well as meeting any of the qualifications, skills or experience defined as essential in the person specification.   
Diversity Monitoring

Our ultimate aim is to have diversity of all kinds in every layer of the organisation and to help us keep track of our success we kindly ask you to complete an Equality and Diversity form alongside your application. Participation is voluntary but appreciated and your responses will not be shared with the recruiting managers.
Environmental
As one of the largest producing houses in the midlands, we are aware that we have a responsibility to the environment beyond legal and regulatory requirements. As such, we are aiming to be carbon neutral within 10 years with sustainability at the forefront of our working practices and integrate climate aware work into our programme. We have committed to adopt the Green Book Sustainable Productions framework on a minimum of 2 productions a year. Our Environmental Working Group is comprised of staff from across organisation to become environmental champions and meet regularly to review and update our Environmental policy and plans. We are committed to exploring, trailing and renewing ways in which the organisation and staff can reduce their environmental impact and carbon footprint.
Flexible Working
We know flexibility is everything and we foster a working environment which is focussed on outcomes, not hours or being present. We actively encourage applications for job shares and flexible working and will make every effort to accommodate these requests.

Safeguarding
UVB is committed to safeguarding, and operates an environment where all staff are expected to report any concerns about vulnerable people, or about the behaviour or practice of colleagues and other people they come into contact with.
Offers

Any job offer we make is subject to: 
· Receipt of 2 satisfactory references. 
· Proof of eligibility to work in the UK.
· Role appropriate background checks.
