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Community Facilities Assistant
A practical, welcoming role helping Whitburn Community Centre run safely and smoothly.
Vacancy at a glance
	Employer
	Whitburn and District Community Development Trust

	Role
	Community Facilities Assistant

	Posts and hours
	Three posts: two at 12 hours and one at 16 hours per week (40 hours across the team)

	Pay
	£15.00 per hour; £9,360 annually for each 12-hour post and £12,480 for the 16-hour post

	Contract
	Fixed term contract

	Location
	Whitburn Community Centre, West Lothian

	Reports to
	Trust Manager

	Working pattern
	Regular weekday evenings and/or weekend shifts, with additional cover by agreement

	Closing date
	Monday 14th September at 5pm

	Interview date
	Friday 18th September


Planned core rota
One Community Facilities Assistant will normally be on duty for each shift. An Example three-post structure is:
12-hour Post 1: one weekday evening shift plus the Saturday shift.
12-hour Post 2: one weekday evening shift plus the Sunday shift.
16-hour Post: three weekday evening shifts plus one flexible operational hour for building checks, stock checks, handover, training or another agreed duty.
The exact weekday allocated to each post may be adjusted when forming the rota and will be confirmed with successful candidates before appointment.
About the Trust and the Centre
Whitburn and District Community Development Trust is a community-led Scottish charity working to improve opportunities, services and community life in Whitburn and the surrounding district.
The Trust operates Whitburn Community Centre and delivers projects including the Community Fridge, Community Support Hub, Community Garden and Brunch Club, alongside wider health, wellbeing and community initiatives. The Centre is used by local residents, community groups, clubs, service providers and private hirers throughout the week.
The opportunity
We are recruiting three dependable and approachable Community Facilities Assistants: two posts of 12 hours per week and one post of 16 hours per week. The team will provide evening and weekend cover, welcome building users, prepare rooms, carry out routine safety checks and make sure the Centre is opened, operated and secured correctly.
This is a hands-on, site-based role. It would suit someone who enjoys helping people, notices practical problems, follows clear procedures and can remain calm and responsible while working independently.
What we offer
Pay of £15.00 per hour.
A regular part-time shift pattern agreed before appointment.
30 days' annual leave including public holidays, calculated pro rata and confirmed in the contract.
Access to the Trust's NEST pension arrangements in accordance with statutory eligibility and opt-in rights.
Induction and role-specific training, including the Centre's opening, closing, safety and emergency procedures.
Important features of the role
Regular evening and weekend work, including shifts ending at 10.00pm.
Periods of lone working, supported by agreed check-in and escalation procedures.
Standing and walking around the building, using stairs and moving tables, chairs and light equipment safely.
Direct contact with a wide range of Centre users, hirers, volunteers and contractors.


Job description
	Job title
	Community Facilities Assistant

	Responsible to
	Trust Manager or delegated duty manager

	Location
	Whitburn Community Centre

	Hours
	Two posts at 12 hours per week and one post at 16 hours per week; regular rota shifts confirmed before appointment

	Pay
	£15.00 per hour


Job purpose
To provide safe, welcoming and reliable operational cover at Whitburn Community Centre. The postholder will support building users and the day-to-day room-booking process, prepare facilities for activities, complete agreed checks and ensure that the Centre is opened, operated and secured in accordance with Trust procedures.
Main responsibilities
Opening, closing and security
Open and close the Centre in accordance with checklists, including keys, access controls, alarms, lights and final building checks.
Keep keys and access information secure and report any loss, damage or security concern immediately.
Confirm that rooms are vacated, windows and doors are secure and relevant equipment is switched off before leaving.
Welcoming users and supporting hires
Provide a friendly and professional first point of contact for visitors, groups, instructors and room hirers during the shift.
Respond to straightforward room-booking enquiries received in person, by telephone or email and provide approved information about rooms, facilities, charges and conditions of hire.
Check room availability and accurately record provisional or confirmed bookings using the Centre's agreed calendar or booking system and procedures.
Issue and receive booking forms and supporting information, record cancellations or requested changes and refer incomplete, unusual or higher-risk requests to the Trust Manager.
Check the approved booking schedule, confirm required room layouts, direct users to the correct space and provide practical information about the building.
Support hirers to follow the Centre's conditions of use, capacities, fire arrangements and agreed finishing times.
Handle difficult situations calmly and refer complaints, disputes or serious concerns to the Trust Manager.
Room and activity preparation
Set up and clear rooms using agreed layouts, including tables, chairs and Centre equipment.
Check that booked spaces are ready, safe and presentable before use and returned to an acceptable condition afterwards.
Support the practical running of Trust events and activities when this falls within the scheduled shift.
Safety and building checks
Complete and record the routine checks allocated to the shift, including fire exits, escape routes, toilets, public areas and obvious hazards.
Take immediate safe action where possible, such as isolating an unsafe area, placing a warning sign or contacting the designated escalation person.
Record and report defects, damage, accidents, incidents, near misses and safeguarding concerns promptly.
Follow emergency, evacuation, first-aid, lone-working and out-of-hours escalation procedures.
Payments and shift records
Take and record approved cash or card payments where required, issue receipts and follow the Trust's cash-handling and reconciliation procedures.
Maintain clear shift, handover, incident and building-check records using the agreed paper or digital systems.
Protect personal and commercially sensitive information and comply with data-protection requirements.
Presentation and practical upkeep
Inspect rooms between lets and carry out the light turnaround cleaning and resetting needed for the next user, including wiping tables and other used surfaces, removing litter, emptying bins and sweeping or spot-mopping where required.
Check toilets and handwashing areas regularly during the shift and replenish handwash, toilet rolls, paper towels and other agreed consumables.
Keep public areas safe and presentable during the shift, respond promptly to spills or other immediate cleaning needs and place warning signage where required.
Monitor stocks of cleaning and washroom supplies, record or report items that need reordered and store supplies safely.
Report wider cleaning or maintenance needs and undertake only tasks that are safe, authorised and within competence.


General responsibilities
Follow the Trust's policies and procedures, including health and safety, equality, data protection, safeguarding and financial controls.
Attend essential induction, training, supervision and team meetings where reasonably required.
Communicate promptly about absence, lateness, availability and any issue affecting safe shift cover.
Contribute ideas that improve safety, customer experience and the practical operation of the Centre.
Undertake other reasonable operational duties consistent with the purpose and level of the post.

Planned and deep cleaning will normally be undertaken by cleaning staff. During their own shift, the CFA is responsible for room turnaround cleaning between lets, replenishing washroom supplies and dealing with immediate housekeeping or safety issues. More substantial cleaning or maintenance requirements should be recorded and passed to the appropriate colleague.
Review of duties
This job description describes the main requirements of the role. Duties may be reviewed in consultation with the postholder as the Centre develops, provided that changes remain appropriate to the role's operational purpose and level of responsibility.


Person specification
Applicants will be assessed against the criteria below. Examples may come from paid work, volunteering, community activity or other relevant experience.
	Area
	Criterion
	Status
	Assessment

	Experience
	Experience of providing helpful customer service or supporting members of the public.
	Essential
	Application / interview

	Experience
	Experience in a community venue, leisure facility, school, hospitality setting, public building or similar environment.
	Desirable
	Application / interview

	Experience
	Experience of handling room, venue, appointment or activity bookings and maintaining accurate booking information.
	Desirable
	Application / interview

	Reliability
	A dependable approach to attendance, timekeeping, shift handover and following agreed procedures.
	Essential
	Application / references

	Working independently
	Ability to use judgement, remain calm and seek support appropriately while working without close supervision.
	Essential
	Application / interview

	Communication
	Clear, respectful communication with a wide range of people, including the ability to handle minor concerns professionally.
	Essential
	Application / interview

	Safety
	Practical awareness of health and safety, hazards and the importance of accurate incident reporting.
	Essential
	Application / interview

	Practical ability
	Ability to prepare rooms, undertake routine checks and move furniture or equipment safely, with reasonable adjustments where required.
	Essential
	Application / interview

	Digital skills
	Proficient in Microsoft Office packages, particularly Outlook and Word, with basic Excel skills and confidence using online calendars, booking systems and digital records.
	Essential
	Application / interview

	Cash handling
	Experience of taking cash or card payments and following reconciliation procedures.
	Desirable
	Application / interview

	Training
	Current first-aid, fire-safety, manual-handling or relevant facilities training.
	Desirable
	Application

	Availability
	Ability to work the regular evening and/or weekend shifts offered and provide occasional additional cover by agreement.
	Essential
	Application

	Values
	Commitment to equality, confidentiality, respectful community service and the aims of the Trust.
	Essential
	Application / interview


Pre-employment checks
Any appointment will be subject to satisfactory references, confirmation of the right to work in the UK and the Trust's normal pre-employment checks. 
How to apply
Complete the application form in this pack and return it using the details below. Please answer the supporting questions with clear examples. A CV may be attached, but it will not replace the application form.
	Return applications to
	whitburncdt@yahoo.co.uk

	Closing date and time
	Monday 14th September 2026, 5pm

	Interviews
	Friday 18th September 2026

	Informal enquiries
	Billie Hamilton, Community Development Worker – 01506 280340


Selection process
Applications will be shortlisted against the essential and desirable criteria in the person specification.
Shortlisted candidates will normally attend a structured interview and may be asked to discuss a short practical building or customer-service scenario.
Applicants may apply for a 12-hour post, the 16-hour post or either; the final regular days will be agreed when forming the rota.
Conditional offers will confirm whether the appointment is to a 12-hour or 16-hour post, the regular shifts, pay and other employment terms.
Equality and accessibility
Whitburn and District Community Development Trust is committed to equality of opportunity. We welcome applications from people with the skills and experience required for the role and will consider reasonable adjustments throughout recruitment and employment.
Recruitment information will be used only to assess applications, conduct the selection process and meet legal obligations. Information will be stored securely and retained in accordance with the Trust's data-protection and records-retention arrangements.



APPLICATION FORM
Community Facilities Assistant
	Completing the form: Type into the spaces provided or print clearly in black ink. Add pages if required, marking each page with your name.



1. Personal and contact details
	Full name
	Click or type here

	Address
	Click or type here

	Postcode
	Click or type here

	Telephone
	Click or type here

	Email
	Click or type here

	Preferred contact method
	Email / telephone / either

	Post(s) applied for
	12-hour post / 16-hour post / either

	Earliest available start date
	Click or type here


2. Right to work and adjustments
	Do you have the right to work in the UK?
	Yes / No

	Do you require sponsorship now or in future?
	Yes / No

	Do you require an adjustment for the selection process?
	No / Yes - please describe below or contact us privately


If applicable, tell us what adjustment would help:
	Type your response here.
 
 




3. Qualifications and relevant training
No specific formal qualification is essential. Include any training relevant to customer service, facilities, first aid, fire safety, manual handling, cash handling or community work.
	Qualification/training
	Provider
	Date
	Result/expiry

	Click or type here
	Click or type here
	Click or type here
	Click or type here

	Click or type here
	Click or type here
	Click or type here
	Click or type here

	Click or type here
	Click or type here
	Click or type here
	Click or type here

	Click or type here
	Click or type here
	Click or type here
	Click or type here

	Click or type here
	Click or type here
	Click or type here
	Click or type here


Other relevant practical skills, certificates or training:
	Type your response here.
 
 




4. Employment and other relevant experience
Start with your current or most recent role. Include relevant voluntary or community roles where helpful.
	Employer/organisation
	Role and main duties
	Dates
	Reason for leaving

	Click or type here
 
	Click or type here
 
	Click or type here
 
	Click or type here
 

	Click or type here
 
	Click or type here
 
	Click or type here
 
	Click or type here
 

	Click or type here
 
	Click or type here
 
	Click or type here
 
	Click or type here
 

	Click or type here
 
	Click or type here
 
	Click or type here
 
	Click or type here
 

	Click or type here
 
	Click or type here
 
	Click or type here
 
	Click or type here
 


Please explain any gaps in your work history that are not already clear above:
	Type your response here.
 
 




5. Supporting questions
Please give concise examples. Examples can come from employment, volunteering, community activity or another relevant setting.
A. Tell us about a time you welcomed or supported a member of the public, customer, hirer or group. What did you do and what was the outcome?
	Type your response here.
 
 
 
 
 
 



B. Tell us about a practical, safety or building-related problem you noticed. How did you respond and who did you inform?
	Type your response here.
 
 
 
 
 
 




5. Supporting questions - continued
C. This role includes lone working, closing a public building and following checklists. How would you make sure the Centre was left safe and secure at the end of a busy shift?
	Type your response here.
 
 
 
 
 
 



D. What interests you about working at Whitburn Community Centre, and what strengths would you bring to the CFA team?
	Type your response here.
 
 
 
 
 
 




6. References
Please provide two referees. One should normally be your current or most recent employer, where possible. Referees should not be relatives or close personal friends.
Referee 1
	Name
	Click or type here

	Job title/relationship to you
	Click or type here

	Organisation
	Click or type here

	Email
	Click or type here

	Telephone
	Click or type here

	May we contact before a conditional offer?
	Yes / No



Referee 2
	Name
	Click or type here

	Job title/relationship to you
	Click or type here

	Organisation
	Click or type here

	Email
	Click or type here

	Telephone
	Click or type here

	May we contact before a conditional offer?
	Yes / No


7. Declaration
I confirm that the information in this application is accurate and complete to the best of my knowledge. I understand that materially false or misleading information may result in withdrawal of an offer or disciplinary action following appointment.
	Applicant name
	Click or type here

	Signature or typed confirmation
	Click or type here

	Date
	Click or type here

	Return to: whitburncdt@yahoo.co.uk by Monday 14th September 2026 at 5pm
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