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Job Description:
Operations Coordinator


Hours:				16 hours per week
including some evenings & weekends

Salary: 			£25,955 per annum, pro rata

Reporting to:			Operations Manager

Responsible for:		Front of House Volunteers

Updated:			February 2026


Purpose:
The Operations Coordinators take responsibility for the safe and successful running of events and activities in the building, ensuring staff and visitor safety.  They support the Operations Manager in making sure the building and organisation is operational and well presented.  They also work alongside the Marketing and Café teams to ensure excellent customer experience at The Spring.


RESPONSIBILITIES

Act as the venue’s Visitor Services Coordinator, on rota with the Operations team, including taking responsibility for:
· Overall management of the building during opening hours
· Locking and unlocking the building as required
· Acting as Designated first aider
· Emergency evacuation of the building and resulting management of emergency situations
· Ensuring the building is well presented and ready for events and activities
· Setting up & clearing down spaces as needed for activities and hirers
· Welcoming hirers, workshop leaders, artists and performers as required
· Briefing staff and volunteers as required
· Dealing with customer complaints
· Managing immediate building and facilities issues
· Reporting significant issues and concerns to the Operations Manager
· Support the box office and café teams to ensure that customers are dealt with efficiently and quickly


Support the Operations Manager in making sure the building and organisation is operational and well presented, including:
· Undertaking daily, weekly and monthly building checks
· Manage the FOH volunteer rota, ensuring appropriate cover for all events and activities
· Support exhibition installs and de-installs as required
· Support the Operations Manager in liaising with external contractors as required


Other Duties


· Work with all staff and volunteers to ensure The Spring provides an excellent experience for all customers.

· Perform other duties as may from time to time be reasonably required by the Operations Manager and for the needs of The Spring. 

· Abide by The Spring’s policies and procedures. 

· Attend regular staff meetings


This job description is not exhaustive and may be subject to review in consultation with the post holder in the light of the changing needs to The Spring Arts & Heritage Centre.






Person Specification

ESSENTIAL ATTRIBUTES:

· Excellent customer service skills and a commitment to providing high quality experiences for visitors

· Excellent tact and skill in dealing with the public with experience of handling complaints and enquiries

· Demonstrable ability to solve problems calmly and quickly 

· A positive, ‘can do’ approach

· Competency with the use of Microsoft packages in an office environment

· A positive approach to communication and to working in a team 

· A strong commitment to The Spring’s mission and core beliefs

· An ability to multi-task, work under pressure and a willingness to work a range of hours


DESIRABLE ATTRIBUTES:

· Knowledge of The Spring Arts & Heritage Centre and its programmes of work

· Experience of supervising volunteers

· Customer Service Training record

· A First Aid qualification

· Experience of working with box office systems (we use Ticketsolve)


All Operations Coordinator appointments are subject to a current DBS check.
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