
 

 
 

 

 
Summary of role  

 

 
To contribute to providing a portering service for a wide range of events held within BH Live 
venues.  
 
You will ensure the delivery of providing excellence through a customer focussed service, 
providing an efficient and effective portering operation across our venues.  
 
 

 
Key responsibilities 

 

 

• To store, transport, assemble and remove furniture and other articles of equipment around 
the venues making use of the appropriate manual and power equipment provided for the 
purpose according to training and instructions. 
 

• To set areas according to requirement to a high standard of presentation within the set 
timescales through effective interpretation of plans, function sheets, verbal request and 
instruction. 
 

• To undertake general maintenance of furniture and equipment including repairs to ensure 
a safe, presentable operational condition. 
 

• To maintain storage areas in a safe, clean, organised condition. 
 

• To wear the appropriate Personal Protective Equipment (PPE) when on duty as deemed 
appropriate in accordance with relevant BH Live policies and Health & Safety regulations. 
 

• To undertake relevant training associated with the activities of the post. 
 

• To comply with the venues Health and Safety, Emergency and Evacuation Procedures 
and other relevant policies. 
 

• To ensure that all areas under your control are clean, tidy, safe from hazards. This will 
include litter picking as required before and after events/shows. 

 

Post Title:   
 
Operations Assistant/ 
Venue Porter  
 

Location Base:  
 
Bournemouth International 
Centre & Bournemouth 
Pavilion  
 

Reporting To:  
 
Operations Manager  

 
About BH Live 

 

 
BH Live is a leading operator of leisure and event venues – a registered charity and social 
enterprise. Our vision is to create sustainable and inspiring opportunities, deliver great experiences 
for our communities and improve health and well-being.           
 

bhlive.org.uk 
 

http://www.bhlive.org.uk/


• To undertake van driving duties as required within the general scope of the post. 
 

• To operate a Forklift (training can/will be provided on site and is fully funded). 
 

• To undertake any other duties and responsibilities that are commensurate with the general 
character of the post. 

 
Skills and experience  

 

Details  Criteria 

Clean, valid driving licence Essential 

Previous experience in a similar work environment Essential 

An understanding of Health & Safety requirements Essential 

Working knowledge and skills of IT packages including Word, Excel and Outlook Desirable 

A working knowledge of furniture inspection and maintenance Desirable 

Must possess excellent communication skills Essential 

Must possess a sound understanding of excellent customer service Essential 

Ability to follow written and verbal instruction including events plans Essential 

The ability to lone work and contribute fully when working as part of a team. Essential 

Physically able to undertake the roles demands including repetitive lifting, 
standing, walking, kneeling, bending, squatting and reaching. 

Essential 

Able to work when business needs dictate which will involve shifts during unsocial 
hours including overnight, early mornings, weekends and bank holidays. 

Essential 

If the candidate does not hold a forklift licence then it must be obtained within a 
reasonable timeframe and training will be arranged and paid for by BH Live. 

Essential 

 

 
Qualifications 

 

 
General level of education (numeracy & literacy)                                                            Essential    
 
 Forklift truck operators certificate                                                                                    Desirable                   
 

 
Roles and responsibilities will evolve and change over time. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Owner: HR 
Date updated/date effective from: January 2025 


