
 
 
 

The Fermanagh Trust 
Job Description 

 

JOB TITLE:    Welcome Host (Part-time) 

 

ACCOUNTABLE TO:  Centre Manager 

 

     Integral member of the Fermanagh House team, friendly and 

     responsible, you will be responsible for ensuring the highest 

     level of customer care and satisfaction at all times.  You must 

     have a flexible approach to work and good attention to detail. 

 

ROLE & RESPONSIBILITY: The Welcome Host will be required to maintain a high  

     standard of cleanliness in his/her allocated area.  He/She will 

     be required to work in close co-operation with other members 

     of his or her team, and he/she is required to respect the  

     confidentiality of matters relating to clients and staff. 
 

     Fermanagh House is a very busy environment. 

 

HOURS: 18 hours per week 9am -1.30pm Monday – Thursday Term 

time (equivalent to 41 weeks per annum i.e. not 

July/August/Christmas Holiday period. 
  

 Subject to operational requirements the Welcome Host may 

be required to work additional hours.   

 

 For operational reasons the starting and/or finishing times of 

shifts may be adjusted during the week. 

 

WAGES:    £14,625 per annum pro-rata 

 

LOCATION:    Fermanagh Trust, Fermanagh House, Broadmeadow,  

     Enniskillen 

 

HOLIDAYS:    20 days per annum pro-rata   

 

 

 
 

Principal Duties and Tasks 
 

1. Welcoming and greeting users of Fermanagh House. 
2. Arranging rooms for meetings and conferences by setting out chairs & tables and 

tidying up immediately afterwards. 
3. Attending to hospitality for groups utilising Fermanagh House. 
4. Administrative and secretarial support, including Reception cover when required 

and book meeting rooms and maintain meeting rooms diary. 
5. General cleaning of building including toilets, store rooms, bin areas, walls, 

windows, light fittings, ventilators and floors. 

 



6. Keeping surrounding areas clean & tidying grounds.   
7. Cleaning and storing of equipment. 
8. Daily and weekly maintenance of surfaces across Fermanagh House. 
9. Checking deliveries and putting away of domestic stores to appropriate store room. 
10. Bagging of waste, removing rubbish bags and placing them for collection. 
11. Daily and weekly care of materials & equipment. 
12. Reporting to line Manager the need for repairs to fabric, furniture, fittings and own 

equipment. 
13. Replenish supplies. 
14. Laundry duties as required. 
15. Following cleaning methods as instructed. 
16. Carrying out maintenance work, where possible, including minor repairs and 

reporting faults. 
17. Regulation of heating system and checking this is functioning properly, recording 

checking oil output levels and notification of need to order. 
18. To carry out any other duties required. 
19. Maintain confidentiality in all dealings with staff and visitors. 

 
Oversee Health & Safety Responsibilities 
 

1. Adherence to hygiene requirements. 
2. Following work schedules. 
3. Reporting of accidents immediately they occur / ensuring they are recorded in the 

accident book. 
4. Comply and assist with emergency evacuation procedures in the event of 

emergency or drill. 
5. Inspect premises prior to locking-up to ensure no article has been left which would 

incur danger to the premises and ensuring all doors and windows are locked and 
secured. 


