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Building Support Supervisor 
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*MAC’s salaries are linked to points on the NJC spinal structure. Annual cost of living enhancements, as 
applicable, are paid from April each year.  

Reporting to: Head of Visitor Services 

Location: Midlands Arts Centre (MAC), Cannon Hill Park, Birmingham, B12 9QH 

Post Ref: BSS Salary: £9.26 per hour 

Hours of work: Variable 
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Job Description 
 
Purpose of Post 
The post holder will be responsible for: 

 Providing support and assistance to all MAC users and staff 
 To be a visible presence on site in order to report and resolve any issues that may arise 
 Ensuring the efficient lockdown of the building each night   
 To assist with room set up and building management   

 

Key Responsibilities 
 
Customer Care 

 Providing knowledgeable, efficient, friendly and professional customer service to the public 
and other users of the centre  

 Welcoming artists, companies and external hires, facilitating their use of the centre  
 Ensuring the provision of accurate and timely informat ion to the centre’s users  
 To deal with enquiries and complaints from visitors and report to Operations Manager 
 Attend briefings in order  to discuss events confidently with visitors and be empowered to talk 

about the organisation, both efficiently and accurately 
 
Public Safety and Welfare 

 To assist the Operations Manager in an evacuation  
 Maintain a thorough knowledge of MAC’s safety and emergency procedures  
 To ensure the safety, well being and security of all users of the site  
 To ensure that all incidents and accidents are reported to the Customer Service Manger as 

soon as possible 
 To liaise with the Operations Manager, MAC staff and cleaning team to ensure any potential or 

actual hazards are minimised, managed and reported appropriately 
 
Building Security  

 Ensuring the building is fully secured and locked down each night adhering to a robust 
lockdown procedure 

 Carry out regular, intelligent building patrols across the site (both internal and external areas). 
Reporting any incidents to the Operations Manager and filling in appropriate paperwork 

 To provide security support for any operational activities ensuring the safety and security of all 
users of the site 

General 
 To monitor and report building maintenance issues, and the efficient operation and safety of all 

relevant equipment 
 Maintaining the aesthetic and professional appearance of all of the public areas and relevant 

staff areas 
 To assist with moving furniture and setting up meeting rooms and other spaces   
 Occasionally provide overnight security with other staff members 
 To ensure that data protection legislation is complied with at all times 
 To report all items of lost property in line with procedure  
 To assist with compiling the Building Support Supervisor rota 
 Any other duties in line with the needs of the business 

 
Equal Opportunities & Diversity 
All staff are expected to further, promote, and ensure the implementation of, the equal opportunities   
and diversity policies of MAC. 
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Note 
This job description outlines the principal responsibilities and duties of the post holder. It is not    
meant to be, nor is it, an exhaustive list of specific responsibilities and duties. The post holder will be 
expected to undertake any other duties which could reasonably be expected as being within the remit 
of the post and which arise out of changes in legislation, regulations, orders, rules and working 
practices, methods and procedures and reviews, as directed from time to time.  
 
Hours of work will include weekend and evening work. 
This position will be subject to an Enhanced Disclosure with CRB (see Criminal Records Bureau Policy  
& Procedure). 
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Person Specification 
 
A person specification describes the areas of knowledge, skills and experience a person should 
possess in order to take up the post.  
 
Essential 
 

 Excellent customer services and communication skills 
 Confidence to challenge and resolve disruptive behaviour on site 
 A positive, constructive and helpful attitude to others  
 The ability to work effectively without supervision and as part of an established team  
 A flexible, positive and assertive approach when dealing with difficult situations and 

complaints  
 To be able to motivate yourself for the duration of your shift 
 A willingness to understand and promote MAC’s programme and schedule of events  
 To work unsociable hours - evenings and weekends 
 High standard of dress and appearance  
 Excellent time keeping 
 Ability to lift and carry awkward and heavy loads  

 
Desirable 
 

 Experience of locking down a similar building  
 Knowledge of Health & Safety and Evacuation procedures 
 Knowledge of and enthusiasm for the arts 
 A valid First Aid Certificate 
 A valid SIA licence  
 Access to own transport 
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How to Apply  
 
To apply for this post please complete the attached application and monitoring forms.  
 
Applications may be sent electronically to: personnel@macbirmingham.co.uk 
 
They may also be sent by post to: 
HR Manager, Midlands Arts Centre (MAC), Cannon Hill Park, Birmingham, B12 9QH 
 
Deadline 
All applications must be received no later than Midday on Wednesday 26th June 2019. 
Late applications will not be considered. 
 
Short-listing 
Shortlisted candidates will be informed at the latest by Monday 1st July 2019. 
 
Interviews 
Shortlisted candidates will be invited to interview on Thursday 4th July 2019. 
 
  

mailto:personnel@macbirmingham.co.uk
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Application Guidance Notes 
 
Application Forms  
Stand-alone CVs will not be accepted; all applications must be completed using an application form. 
We cannot guarantee to consider additional documents.  We recommend you put as much information 
as possible in your supporting statement (the space for you to outline skills, experience or 
qualifications that especially suit the job). 

Educational and employment history 
Please list your educational and employment history fully, starting with the most recent events. You 
may also include in your employment history any voluntary work you have undertaken. Please also 
explain any periods in which you were not in employment or education.  

Additional pages 
Your supporting statement should not exceed three pages. Examine the recruitment pack and hopefully 
this will help you decide whether or not to apply. In order to make your application as effective as 
possible, look at the Person Specification and give evidence to demonstrate which of the skills, 
qualifications, knowledge and experience you have, including relevant skills gained outside the work 
place.  

References 
Please be sure to give full contact information for both of your referees i.e. full name, postal address, 
telephone number and e-mail address if possible.  Please also indicate in what capacity you are known 
to them.  We will only contact the referees of those individuals who are offered the post.   

Equality and Diversity 
MAC is firmly committed to principles of diversity and equality and this is firmly established in our 
recruitment process.  Personal information and the equal opportunities monitoring sect ion of the 
application form are removed before consideration by the panel. No job applicant or employee receives 
less favourable treatment than another on grounds of age, disability, gender / gender reassignment, 
marriage / civil partnership, pregnancy / maternity, race, religion or belief, sex, or sexual orientation (the 
protected characteristics under the Single Equality Act 2010). 

Returning your application 
Please ensure your application reaches us by the closing deadline (noting particularly that our 
deadlines are often time-specific). We cannot guarantee to consider any application that reaches us 
after the deadline. Please note that due to the large volume of applications that we receive we will only 
confirm receipt of applications if confirmation is requested. 

Declaration 
Please read the declaration carefully before submitting your application form.  Submission of your 
application form by e-mail will be taken as you confirming you have signed the form.  Please do not 
send an additional hard copy. 

Contacting applicants 
Following the application deadline, we will only contact shortlisted applicants.  We do not contact 
applicants who have been unsuccessful at the short-listing stage due to the high volume of applications 
we receive, and we are unable to respond to requests for feedback at this stage for the same reason. If 
you do not hear from us it means unfortunately that you have been unsuccessful in your application.  
 

 


