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Job Description
DIRECTORATE:

Communities

DEPARTMENT:

Regeneration, Development & Property Services
POST:
Operational Support Staff (Porthcawl Marina) 

GRADE OF POST:

GR04
RESPONSIBLE TO:
Harbour Master 
[image: image1]
JOB PURPOSE:
To support the day to day operational requirements of the Porthcawl Marina facility including control of access, scheduled maintenance and cleaning and liaison with customers. 
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PRINCIPAL RESPONSIBILITIES AND ACTIVITIES:
· To support the Harbour Master to operate the Harbour facilities in accordance with established operational plans and procedures and to carry out administrative tasks, including data entry, as directed buy the Harbour Master and commensurate with the role.   
· To operate the Harbour gate in accordance with safe procedures providing access and egress to the Harbour basin.
· To maintain a clean and safe environment ensuring that Harbour users comply with terms and conditions of use.
· To conduct daily and periodic safety checks, rectifying those issues that can be resolved and reporting others to management.
· To conduct a series of maintenance tasks to support the operation of the Harbour and its installations. 
· To provide a good standard of customer service to facility users, communicating any identified issues to the Harbour Master.
· To ensure that support facilities provided (e.g. washroom) are maintained in good condition and meet customer expectation.
· To ensure that the use of Harbour facilities is a positive experience for users including mooring holders, commercial operators and visitors. 
· To collect income as required.
GENERAL DUTIES

Health and Safety

To fulfil the general and specific roles and responsibilities detailed in the Health and Safety Policy


Equal Opportunities

To ensure that all activities are operated in accordance with Equal Opportunities legislation and best practice.

Safeguarding

Protecting children, young people or adults at risk is a core responsibility of all employees.  Any concerns should be reported to the Adult Safeguarding Team or Childrens IAA Service within MASH.
Review and Right to Vary

This Job Description is as currently applies and will be reviewed regularly. You may be required to undertake other tasks that can be reasonably assigned to you, including development activities, which are within your capability and grade.

Person Specification
Operational Support Staff

(Porthcawl Marina)

The following attributes represent the range of skills, abilities and experiences etc. relevant to this position.  Applicants are expected to meet the attributes that have been identified as essential (√).

	Attributes


	Requirements
	Essential


	Method of Evaluation / Testing

	Qualifications, Education & Training


	· A good standard of education equivalent to NVQ level 2 in a related subject field or an ability to demonstrate through experience.
· Health and Safety training
· First Aid at Work
	(√)
(√)
(√)

	Production of original Qualification Certificates and application form.

	Knowledge & Experience
	· Knowledge and experience of the marine environment:  shore-based or seagoing

· Experience of office based administrative systems. 
	(√)
(√)
	Interview, application form and selection process.

	Skills & Personal

Qualities


	· Numerate and literate. 
· Good communication skills.
· Flexible in approach.
· Administrative skills.
· ICT skills.
· Full driving licence
· The ability to communicate through the medium of welsh.
	(√)
(√)
(√)
(√)
(√)
	Interview, application form and reference.
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