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Fairfax House

YORK
The finest Georgian town house in England





JOB DESCRIPTION

House Steward 
SALARY:

£20,500

CONTRACT TYPE:
Permanent, Full time
HOURS: 

37.5 hours per week 
REPORTS TO: 

The Director, Fairfax House
ACCOUNTABLE FOR: 
Property Assistant and Visitor Services staff (Reception and Museum Shop), Conservation / Housekeeping Staff & Volunteers
​​​​​​​​​​​​​​​​​​​​​​​​​​​​___________________________________________________________________
ROLE SUMMARY
As the House Steward at Fairfax House, you will play an important part in the House team, helping take care of a nationally significant, fragile and complex collection and outstanding Georgian townhouse. You will look after the day-to-day front of house museum operations and take responsibility for the practical management and implementation of routine and deep cleaning programmes, and preventive conservation measures at the property.  Conservation will take a large part of your focus and you will therefore have a keen eye for detail and will be able to spot even the smallest changes in presentation. You will assist with the maintenance of property systems, including fire and security alarms and need to be comfortable working at heights. 
You will supervise the House team of staff and volunteers on a daily basis and will need to have some experience with managing staff rotas. You will manage the safe opening and closing of the House as well as supervising the day-to-day presentation of this important place to the public and booked groups. Variety is also the order of the working day. You’ll be involved in everything from general housekeeping to preparing the House for special events and providing tours. We are one team so it is important you are happy to roll up your sleeves and get stuck in - we all work together to make the House a perfect visitor attraction. 
The role includes duty management, key-holder responsibilities, and with other team members providing rolling relief cover for weekend work. Although there are designated working hours, a flexible approach is essential and some evening and Public Holiday work will also be required. It is important that the post-holder is prepared to help with emergencies, accept alterations to routine to meet a change in circumstances and be thoroughly adaptable. 

ABOUT YOU:  What you will bring to the role 
You will love your job and your enthusiasm will shine through in all that you do. You will be inspired by Heritage and Conservation and have an eye for the small detail. You will need to work closely with the House team to ensure all rooms are presented with historical integrity and that we offer the highest level of customer care. You will therefore need to be a natural team leader, have excellent people skills, and understand how to work with staff and get the best out of people. You will be self-motivated by achieving the best that you can and want to bring all your skills to helping Fairfax House achieve an outstanding visitor experience. You will use a high level of competence to deal with day-to-day problems but will know when to seek guidance and support from the Director.

KEY RESULT AREAS
1. Front of House & Visitor Services
1.1
Deliver excellent customer service and ensure that the highest standards of visitor welcome and engagement are given at all times.

1.2
Be responsible for ensuring that the Museum’s advertised opening times are strictly adhered to, and oversee the physical opening and secure closure of the House.

1.3
Ensure that a high quality of visit is experienced by visitors at all times, leading to repeat visits and helping to support Fairfax House’s position as a leading heritage attraction.

1.4
Assist with providing guided tours for both regular weekly tours and special group tours and education visits.

1.5
Ensure the smooth operation of all administrative and practical arrangements relating to room stewarding, guided tours, and general visitor access.

1.6
Support the training of all staff and volunteers in customer service, disability awareness and any other relevant training.

1.7
Be responsible for ensuring accurate production and recording of admission figures and undertake cash-handling responsibilities and banking.

2.
Occupational risk: fire, security and safety 
2.1
Manage all risks within the House operation, including fire, security, health and safety, COSHH and emergency procedures and salvage. 
2.2
Manage property security systems and their operation. The post-holder will be a key holder and play a lead role in the alarm response team. This may involve answering alarm calls during closed hours. He or she is responsible for ensuring that all security measures are in place and operating effectively. Due to the key holder status of the post, applicants will be expected to live within 20 minutes of the property.
2.3
Act as the property Health & Safety Officer, undertaking regular Risk Assessments for all activities and ensuring that workplace inspections, Health and Safety checks and fire inspections are carried out on regular scheduled basis, promoting a good culture of health and safety awareness amongst all staff and volunteers.
2.4
Be aware of, and constantly vigilant to, the risks of fire, theft and other disasters, and observe at all times the procedures set out in the Emergency Plan.

2.5
Help maintain and keep up-to-date the Emergency (and Salvage) Plan and lead training in emergency procedures and salvage.

2.6
Lead staff and volunteers training annually in fire, security and health & safety, and ensure all new team members or temporary interns and student receive induction training in all procedures. 
2.7
Assist with the maintenance of environmental conditions, central heating and hot water systems, fire and burglar alarm and other associated services. Supervise routine maintenance, up-dates and repairs to these systems.

2.8
Maintain an up-to-date First Aider qualification, and ensure that appropriate First Aid cover is maintained at the property.

2.9 
Maintain the Accident Register and ensure first aid kits are in place and fully stocked.

3.
Staff & Volunteers
3.1
Supervise reception, housekeeping and shop staff and room hosts.

3.2
Provide effective line supervision and clear leadership for all accountable staff.

3.3
Plan ahead and prepare monthly duty rosters in good time and oversee holiday requests so that staff levels are always maintained with sufficient numbers, and staff have plenty of preparation and notice.

3.4
Encourage the development of team-working and ensure that there are effective and open channels of communication with staff and volunteers. 

3.5
Undertake regular checks of the public areas during opening hours to ensure the welfare of staff/volunteers and the security of the house and contents.

3.6
Undertake relief work for Reception and Museum Shop staff as required.

3.7
Organise and participate in a rota system that provides weekend and holiday cover.

4.
Conservation, collections management and presentation
4.1
Plan and manage the daily and periodic preventative conservation of the House and contents and ensure that the House and contents is presented to the highest standards.

4.2
Organise the annual Winter Cleaning Programme in January / February and implement in conjunction with the Maintenance and Cleaning Assistant and other staff following the house guidelines and protocols.

4.3
Be vigilant at all times as to the presence and condition of all contents of the House and report immediately any damage or deterioration. 

4.4
Provide assistance to the conservation cleaning staff and oversee any maintenance work, cleaning jobs and movement of furniture.
4.5 
Oversee the environmental monitoring of the property (including light, temperature and relative humidity levels) working with the Property Assistant to maintain a stable environment for the collection.
5.
Other requirements
5.1
Develop a detailed knowledge and genuine interest in the property and its collections.

5.2
As needed, participate in the arrangement, setting up for special events and activities at the property, both in and out of normal opening times. 

5.3
Undertake any other duties that may be reasonably requested by the Director. 

5.4
Hold a current UK driving licence and access to a vehicle.
KNOWLEDGE, SKILLS AND EXPERIENCE
A wide-ranging base of skills, knowledge and experience is desirable for this post, and we will seek a candidate that can offer a strong overall selection from the sets below:

Knowledge: 

· Knowledge and operational experience of collections management and care.
· Good understanding of preventive conservation and knowledge of systems and practices related to collections care in historic properties.
· Health and Safety and emergency procedures.
· Awareness of Museum Accreditation standards.

Skills: 

· Excellent interpersonal, people management and motivational skills.

· Adaptable and flexible approach to work with good organisational skills. 
· Able to plan own time effectively and multi-task.
· Practical and hands on.

· IT literate.
· Good written and verbal communications.
· Able and willing to work at heights from scaffold and ladders. 
· Due to the restraints of working in a Grade I listed building, many of the storage areas are not easily accessed. The post holder must therefore be willing and able to carry equipment for the setting up of events and office supplies up and down stairs.

· First Aid qualified.
· Good eye and hand co-ordination, with an eye for detail.

· Self-motivated with ability to work to one’s own initiative.

· Willing and able to form part of a close knit team.
· Willingness to learn and add to personal skills base.
· Diplomatic, approachable and calm under pressure.
Experience: 

· Experience of working in a visitor based environment or a historic property.

· Previous experience of supervising staff and managing rotas.

· Experience of working in a customer care environment with cash handling.
· Used to dealing with a diverse workload and working to tight time constraints.
· Experience of working with volunteers. Understand the different approach needed to reward, recognise and motivate volunteers.

· Delivery of high levels of customer service in a fast paced environment.

Please note that the successful applicant will be required to undertake and pass an Enhanced DBS check.
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