
 

Venue Assistant 

 
JOB DESCRIPTION 

 
Employed by:
  

Welsh Centre for International Affairs (WCIA) 
  

Responsible to: Venue 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: Exact timings to be agreed, but with a start time between 7.30am and 
9am (depending on event calendar). 22 hours per week worked over 
4 days. Some flexibility possible dependent on bookings.  
 

Leave allowance: 36 days including bank holidays pro rata 
 

Travel: None 

 

Summary of Role 
We’re looking for a friendly, highly organised and self-motivated person to support the venue 
team at the Temple of Peace. The role involves reception cover, offering excellent customer 
service by phone, in person and by email, handling and recording customer enquiries on our 
venue system, setting up for events and overall being a warm point of welcome for those who 
come to or contact the venue.  
 

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. Handle customer enquiries 

 Handling customer enquiries by phone, email and in person and recording 
them accurately on the online event system 

 Contacting our suppliers to book them for events (e.g. caterers, tablecloth 
suppliers) 

 Taking overall responsibility for ensuring the online booking system is up-to-
date 

 From the event system, producing accurate event sheets for the other 
members of the venue team 

 Directing customers to other members of the venue team where appropriate 
 



 

 

2. Reception cover 

 Opening and closing the building in line with procedures 

 Staffing the reception desk during daytime events 

 Preparing teas/coffees/water for event 

 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) 

 Basic equipment set up (for example, projector, conference phone) 

 Cleaning up after events 

 Liaising with suppliers during events (e.g. caterers)  
 

3. Liaising with the finance team 

 Ensuring all pricing information is accurately entered into the event system 
and kept up to date 

 Liaising with the finance team to ensure invoices and deposits are handled 
promptly 

 
4. 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 

 Excellent customer service, ensuring people feel included and fairly treated, and get 
the information they need promptly 

 Able to take responsibility for actions and act with integrity at all times 

 Highly organised with a strong attention to detail 

 Clear communication style in person, on the telephone and in writing 

 Committed to supporting the use of the Welsh language 

 Able to follow policies and procedures and to suggest improvements where required 

 Seeks opportunities to learn and improve and able to recognise own strengths and 
weaknesses 

 Strong information handling skills 

 Competent on IT systems including Microsoft Office. Ability to learn new systems 
quickly 

 Able to take the initiative with a practical, problem-solving approach 

 Commitment to the mission, vision and values of the WCIA 

 Literacy and numeracy skills 

 



 

 

Desirable attributes 

 Welsh speaker 

 Experience as a first aider and/or fire warden 

 Reception and/or event administration experience  

 

Application Process 
 

 All applicants must complete the official WCIA Application for Employment form, 
available at www.wcia.org.uk/vacancies. Please provide all relevant 
information on the application form as we will not consider CVs or cover 
letters as part of the 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. 

 
 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. 
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