
 

General Assistant 

 
JOB DESCRIPTION 

 
Employed by:
  

Welsh Centre for International Affairs (WCIA) 
  

Responsible to: Duty Manager 

Salary and pension: Band B (£19,554-£21,166) pro rata 
 
You will be enrolled automatically into our pension scheme and the 
WCIA will match your contribution up to a maximum of 5% of your 
gross salary (minimum 1%) 
 

Employment terms:  

Base: WCIA, Temple of Peace, Cardiff.  
 

Hours: Annualised hours contract – 30 days (222 hours) per year - 
additional days may be agreed depending on venue schedule. Hours 
will mostly be evenings and weekends. Hours will be agreed as far in 
advance as possible.  
 

Leave allowance: 36 days including bank holidays pro rata 
 

Travel: None 

 

Summary of Role 
We’re looking for a helpful, friendly and practical individual to support the Duty Manager at 
the Temple of Peace. The role will involve setting up for events, cleaning, making teas and 
coffees and offering other practical support to customers as required. Once trained, the role 
will also involve reception cover during evenings and weekends so the successful candidate 
should be able to offer good customer service and support.  
 

About the WCIA and Temple of Peace 
The Temple of Peace is a grade II listed building and a unique venue in Cardiff. The venue 
team sits within the charity, the Welsh Centre for International Affairs (WCIA), and the 
income from the Temple of Peace venue hire contributes towards the WCIA’s work.  
 
The WCIA inspires people to learn about and act on global issues so everyone in Wales can 
contribute to creating a fairer and more peaceful world.  

 
Specific responsibilities for this role include: 
 

1. Supporting the Duty Manager at events 

 Setting up tables, chairs, flipcharts, teleconferencing and other equipment 
ahead of events 

 Cleaning if required during events (e.g. toilets, spills) 

 Cleaning and resetting after events 

 Communicating with other suppliers during set up 

 Supporting the Duty Manager to ensure customers follow the terms and 
conditions to keep them and the venue safe 

 

 



 

2. Reception cover 

 Staffing the reception desk during out-of-hours events 

 Preparing teas/coffees/water for events 

 Opening up and locking up ensuring the security of the building is maintained 

 Handling basic customer enquiries during events (e.g. regarding flipcharts, 
projectors and conference calls) 

 Taking on fire warden and first aid duties (training provided if required) 

 Recording any incidents, accidents or near misses and reporting them to the 
Duty Manager 

 

3. To undertake other relevant duties as delegated by your line manager. 

 

Person Specification 
 
Applicants must demonstrate the following attributes by linking them with their skills and 
experiences in the job application statement. 
 
Essential requirements 

 Good customer service and spoken communication skills 

 Trustworthy, with high level of integrity  

 Able to take personal responsibility 

 Able to follow policies and procedures 

 Welcoming and able to treat people fairly  

 Practical and positive approach to solving problems 

 

Desirable attributes 

 Able to speak Welsh 

 Experience as a caretaker, receptionist or similar 

 Experience as a first aider and/or fire warden 

 

Application Process 
 

 All applicants must complete the official WCIA Application for Employment form, 
available at www.wcia.org.uk/vacancies. We will accept the application form or CVs 
with a  covering letter – please make sure you explain, with examples, how 
you have all the essential criteria in your application 
 

 All applicants should complete the Equal Opportunities form. Please note, these are 
separated from your application form upon receipt and not shared with the 
shortlisting or interview panel.  
 

 Please submit your application by email to centre@wcia.org.uk. If you do not have 
access to email you can send a paper application to the address given on the 
application form. Please get in touch if you have any other access requirements in 
order to submit an application. 

http://www.wcia.org.uk/vacancies
mailto:centre@wcia.org.uk


 

 
 The deadline for receipt of applications is 09.00 on Wednesday 29 January 

2020. We will send an email acknowledgement to all applicants. If you do not 
receive an acknowledgement before the deadline please contact us. We cannot be 
held responsible for applications that do not reach us, or that arrive after the 
deadline. 

 
 If you are shortlisted for an interview, we will contact you directly. Interviews will 

take place in the week beginning 3 February 2020 at the Temple of Peace, 
Cardiff. 

 
 No references will be taken up until a provisional offer of employment has been 

made. 
 

 Unsuccessful applicants will be informed by email. 

 
 


