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Night Porter 
Days   4 On 4 Off 
Hours   7pm to 7am 
Location  South Kensington 
Salary   26,000 to 27,000 
Job Type  Permanent  
 
Duties of the Role: 

• Greeting residents and visitors making them feel comfortable. 

• Assisting residents via telephone or in person regarding maintenance issues, 
complaints, emergencies, and ad hoc requests. As well as escalating any 
complaints/issues to the Building or Estate Manager 

• Signing visitors and contractors in and out of the building and checking ID where 
appropriate. 

• Security – Site walk around to look for any issues on the facility, Checking ID’s, 
Monitoring CCTV. 

• Managing parcel deliveries on behalf of residents and advising them via message 
cars. 

• Ensure the concierge space and front lobby is clear and presentable. 

• Assist with System Testing – E.G Fire Alarm, Emergency Lighting. 

• Providing advice and recommendations on the local area 

• Become a successfully certified pool responder, to be able to keep the pool area open 
during the regular opening times. 

Requirements: 
• Experience working as a Concierge is essential. 

• Strong communication skills – Written & Verbal 

• Health & Safety qualifications would be advantageous. 

• Attention to detail, Accountability, Positive can do attitude and helpful nature. 
 

 

Concierge / Security 

Based in North London by Chalk Farm, my client is looking for 2-night concierge / security 
officers to work at a large residential development: – 
365 units across 3 blocks. 
12 entrances. 
3 or 4 patrols a night, there is some anti-social behaviour around the site. 
Need to be proactive and reassure residents. 
7pm to 7am. 
4 on 4 off. 
£27k per year. 
This is a permanent position. 
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Day Concierge 
Location: Soho 
Salary: £26,000 per annum 
Working Hours: 7:00am – 19:00pm 
Working contract: 4 on 4 off 

 
Profile: 
One of our main clients are seeking a Day Concierge to join their team as a permanent 
employee based in Soho. They are one of the largest Property Management companies 
offering plenty of opportunities. 
 
Responsibilities 

• Offer a warm and professional welcomes to all visitors and residential. 
• Ensuring people are logged into the visitor book. 
• Overseeing the safe keeping of the building keys to allow access for maintenance 

and repairs when needed. 
• Contributing to the maintenance of the building by reporting faults and damages 
• Overseeing deliveries and signing for packages when required 
• Dealing with the post systems 
• Acting as a first point of contact 
• Dealing with lost property and locating missing items 
• Liaising with the housekeeping, cleaning and groundskeeping staff to ensure that 

the safety and cleanliness standards are maintained. 
• Building walks / checks 
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Caretaker Camden 
Shift Pattern: Monday to Friday (8am – 5pm) 
Rate of Pay: £27,963 per annum / £11.95 per hour 
Location: Camden NW3 
We are currently recruiting for an exciting Caretaker/Concierge opportunity at one of our 
residential developments based in Camden NW3. 
You will have the responsibility of delivering high levels of customer service to all residents, 
guests, contractors, and the clients. As well as carrying out routine checks and maintenance 
of the building, you’ll also be a real people person and go that little bit further to get to know 
the residents, build strong relationships whilst maintaining a professional, courteous, and 
respectful manner. 
As primary contact for the residents you will be on hand to provide the support, they need at 
the place they call home. 
Ideally, you’ll have all or most of the below experience: 

• Previous experience within the hospitality industry, preferably within a similar role. 

• Significant experience providing exemplary levels of customer service. 

• Experience in managing contractors and building works within a busy development. 

• Awareness of general fire, health & safety and security. 

• Proven ability to and handle confidential information with professionalism and 
discretion. 

Responsibilities 
• Meet and greet all residents, visitors, and contractors in a courteous and professional 

manner. 

• Build good rapport with the residents and respond promptly to their requests. 

• Manage parcels and mail according to the procedure in place. 

• Keep up to date with all building management and maintenance information so 
resident queries can be responded to directly. 

• Schedule & log repairs and maintenance visits by contractors; contact details and 
visiting schedule of the Property Manager. 

• Provide access to contractors as required to carry out scheduled repairs and 
maintenance activity. 

• Report to the Property Manager any incomplete work, or other concerns, following 
contractor visits. 

• Carry out routine cleaning and maintenance activities. 

• Carry out regular patrols of the building and grounds. 

• Monitor and identify anything that may cause a hazard, reporting to the Property 
Manager. 

• Monitor CCTV footage, as necessary. 

• Monitor the safety and security of the building, reporting any incidents to the Property 
Manager 

• Perform weekly fire alarm testing. 

• Collect litter throughout building, grounds and dispose accordingly. 

• Tidy bin area, including placing any rubbish in the appropriate bin. 
If this position is of interest, please submit your CV. 
Unfortunately, if you’ve not heard from us within two weeks, please assume your application 
has been unsuccessful on this occasion. 
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Nursery Lunchtime Assistant  

Hours  Part Time 
Salary  £10.42 - £ 10.84 per hour 
Location W11 2BQ 
Closing 31st March 2024 
  
A bit about the role 

If you like being around children and want a job that fits around your commitments, this could 
be a great role for you. You’ll typically work part-time hours between 11.30am and 2.30pm, 
and our nurseries run all year round. 
 
You’ll supervise meals, tidy up efficiently, help soothe children to sleep and support activities 
for children who are not sleeping. 
 
While entry qualifications aren’t necessary, if you want to learn more, we can help you 
get the training you need. 

• The right to work in the UK. 

• To be able to work all year round. 

• A strong work ethic 

• An ability to safeguard and protect children. 

• To be positive, reliable and friendly 

 

What’s in it for you- 

• Lots of training, promotions, and a good salary for the sector 

• Flexible working contract choices – subject to local need 

• Generous pension at 7% from us (1% from you) 

• 70% discount on childcare fees 

• Up to 35 days off a year, including 8 bank holidays, 3 days off between Christmas and 
New Year, and your birthday (pro-rated for part-time hours) 

• Sector-leading parental leave. 

• Many other benefits that take care of you, including access to the Headspace app, 
shopping discounts, annual conference and money for team celebrations 
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Early Years Assistant Nursery & Pre-School  
Part time Mon- Wed  
Hours  8am – 6pm 
Salary  £10.42-£10.84 per hour 
Location W2 1QR 
 This is a permanent, part time vacancy that will close in 19 days at 23:59 GMT. 
The Vacancy 
 
A bit about the role 
If you're a natural with children and want to find out if childcare is for you, this could be a 
great next step. 
 
You'll support the nursery team in supervising fun activities, caring for the children and 
keeping them safe and happy. 
 
As part of the team, you might take the children on a train to the Science Museum, hop on a 
bus to make friends at a nearby LEYF nursery, or join in baking sessions with the children 
and your nursery chef. 
 
While entry qualifications aren't necessary, if you want to learn more, we can help you get the 
training you need. Whether this is your first step into work or you're looking for a career 
change, age is no barrier. 
 
You will need: 

• The right to work in the UK 

• To be able to work all year round 

• A strong work ethic 

• An ability to safeguard and protect children 

• To be positive, reliable and friendly 
 
What's in it for you? 

• Lots of training, promotions and a good salary for the sector 

• Generous pension at 7% from us (1% from you) 

• 70% discount on childcare fees 

• Up to 35 days off a year, including 8 bank holidays, 3 days off between Christmas and 
New Year, and your birthday (pro-rated for part-time hours) 

• Sector-leading parental leave 

• Many other benefits that take care of you, including access to the Headspace app, 
shopping discounts, annual conference and money for team celebrations 

  



 Thursday 14th March 2024 

 

    
 

Customer Assistant  
Location   W1T 7NE London 
Contract   Full Time 
Available Shifts  13.00pm – 00:00pm (35 to 40 hours Contract) 
Experience Level  Entry Level 
Salary    £13.55 up to £13.85 
 
Summary 
Our Customer Assistants work together as a team to ensure their store is clean, tidy and 
well-ordered so that customers can get the products they love and need. You’ll be part of a 
close-knit team who will soon become friends. Shifts include the weekends, but whether you 
have family commitments, are studying or have an extraordinary hobby, we make sure our 
rotas are available 3 weeks in advance so you can get the most out of your days off. This 
isn’t just a challenge, this is a challenge with great rewards – because at Lidl, you get out 
what you put in. If you love keeping busy and want to do a job that matters, find out more 
below and apply for a career a Lidl less ordinary. 
What you'll do 

• Unpack stock as deliveries arrive in store 

• Providing excellent customer service on the tills 

• Help our customers with any questions or queries, and locate items around the store 

• Ensure the bakery stays topped up by baking fresh goods 

• Ensure shelves are looking good, checking for sell by dates, ensuring quality and 
freshness for our customers 

• Merchandising and maintaining our middles aisles of non-food products 
What you'll need 

• Some experience of working in a fast-paced environment 

• The flexibility to start an early shift at 5am or finish a late shift at 11pm 

• The ability to react positively to changing priorities 

• The initiative to identify tasks that need to be completed 

• The drive to work hard and contribute to the success of your store 

• A friendly communication style with your team and customers 

• Experience in providing excellent customer service 
 
Once your application has been reviewed if it matches to the requirements of the role 
someone from the recruitment team will get in touch to chat about your application. The 
process will include a telephone interview and face-to-face selection event. We look forward 
to receiving your application.   
 
Disclaimer: due to the high volume of applications we receive, we reserve the right to close 
a vacancy earlier than the advertised date. This is to ensure our teams can manage 
application levels while maintaining a positive candidate experience. Once a vacancy has 
closed, we are unable to consider further applications, so please submit your application as 
soon as possible to avoid disappointment. 
 

  



 Thursday 14th March 2024 

 

    
 

Part-Time Well-being and Activities Assistant 
Company:  Avery Healthcare 
Location:  St Johns Wood, NW8 
Salary:  £12.00 per hour 
 
If you are looking for a role where no two days are the same – this could be the job for you! 
Your day will be so varied, supporting resident pamper days, arts and crafts sessions, life 
skills, singalongs or quiet one-to-one activities with residents listening to and contributing to 
individual life stories and care plans. 
 
You will love getting involved with events, whether in small groups, outside trips in the 
minibus or welcoming the local community to the home, supporting marketing initiatives and 
fundraising, as well as capturing all those wonderful moments on camera!  Most importantly, 
your role is to make a difference to the lives of everyone in the home by listening to their 
needs and providing opportunities that make a difference, all whilst demonstrating our values 
of being Proud, Supportive and Caring. 
Your Money - Great Team Players Need Great Rewards 

• £12.00 per hour 

• Hastee Pay - providing you with the opportunity to receive your earned pay 
immediately to increase your choice and financial wellbeing  

• Holiday pay and holiday-type benefits through employee discount scheme 

• Workplace Pension 

• Refer a Friend payments 

• Free DBS, free uniform 

• Paid e-learning and training 

• CQC outcome bonus 

• Long service awards and recognition 

• Career development with salary increases 

• Staff wellbeing strategy 
Your Working Life 

• Flexibility - We can offer a range of shift patterns that best fit around your family. Let 
us know what hours you are looking for and we will do our best to accommodate you 

• A career development pathway and support with qualifications – linked with increases 
in salary 

• A comprehensive and supportive induction programme to ensure confidence and 
competence 

Avery #OneFamily Well-being Programme 

• Blue Light Card - Employee discounts scheme for a wide range of retailers, 
restaurants and days out 

• Treat and pamper days 

• Daily staff celebrations 

• Staff well-being committees 

• Mental health first aiders for staff 

• Apprenticeship programme 

• Managing Director award and Avery Award 
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PCSO (Police Community Support Officer) 
Role type :   Permanent 
Hours :   Full-time 
Employer industry : Public Sector 
Location :   London 
Starting salary: £29,132.55 for London posts, this includes London Allowance. Up to 20% 
shift allowance will also be added to your salary, however some shift patterns may attract 
different allowance rates. 
 
We’re excited to be working with the British Transport Police to recruit for PCSOs in London. 
 
About the Role 
Policing with the British Transport Police gives you opportunities like no other. 
 
The job involves protecting and serving the railway environment and its community, with the 
aim of keeping levels of disruption, crime, and fear of crime to a minimum. The role of 
PCSOs is crucial in achieving this objective. Neighbourhood policing is as important to BTP 
as it is to other forces, but the areas of focus are different due to the railway’s unique and 
transient nature. 
 
PCSOs have the same responsibilities as Home Office PCSOs but with a focus on enforcing 
BTP Byelaws within the railway environment. The job is diverse, and no two days will be the 
same. PCSOs will be responsible for conducting visible patrols at stations, victim care, 
dealing with security threats, undertaking minor crime investigations, building, and 
maintaining relationships and partnerships with the community, and providing support and 
assistance to PC’s. 
 
At the British Transport Police, no two days will ever be the same. Wherever the shift takes 
you, you’ll be involved in new initiatives, experience a wide variety of situations and people. 
Rest assured, you’ll be fully trained on how to deal with the challenges of policing, which will 
really build your confidence, natural ability, and enthusiasm. 
 
About the British Transport Police 
The British Transport Police (BTP) keep millions of people moving safely on Britain’s rail 
networks every day. They help communities get to their destinations safely, no matter where 
they are going or why. When it comes to your career journey, they’ll do the same. 
 
About You 
Vacancies with the BTP are open to everyone and all appointments are made based on 
merit. If you are resilient, with a real flair for customer service, have a passion for engaging 
with the community and forging strong links with partner organisations, then this is the role for 
you. 
 
PCSOs will need to be prepared to work shifts, including weekends and bank holidays. 
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Bus Drivers / Trainee Bus Drivers 
Hours: Full time 

Closing date: 31 March 2024 

Location: Willesden, North West London 

Company: Metroline Travel 

Job type: Permanent 

We are a company who invest in and value our people and we offer training of the highest 
quality to obtain a full D category Passenger Carrying Vehicle licence, Drivers Qualification 
Card and City & Guilds qualification. 
Furthermore, for the right person who is determined to succeed, there are opportunities for 
clear career progression through to supervisory & management positions. 
 
As a qualified Bus Driver, you will be responsible for the safe transport of passengers on all 
Metroline’s bus routes 
We have garages in North & North West London, Middlesex & Hertfordshire, your preferred 
location can be discussed at interview stage 
 
Job security 
Full training 
Full Time vacancies available 
Excellent rates of pay with service related increases 
Free (Non Contractual) Bus, Tube & London Overground travel for you + one 
Free uniform 
Opportunities for Career progression 
A City & Guilds qualification in bus driving 
Paid holidays 
Company Pension 
Sports and social facilities 
Child Care voucher scheme 
 
Hold a full driver's licence, with at least one year's UK driving experience. Hold a current PCV 
licence & Drivers Qualification Card or be prepared to train for one. 
Applicants with 6 penalty points may be considered on an individual basis. 
Be prepared to work varying shift patterns, which include rostered weekends and bank 
holidays. 
 
Full Time and Part time, varying shift patterns, including weekends & Bank holidays 
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Receptionist 
Salary   £11.45 per hour 
Hours   16.5 hours per week 
Days    Friday and Saturday  
Closing Date   28th March 2024 

 
We're currently recruiting a friendly Receptionist to provide first-class reception service for 
Healthcare on a part time basis, contracted to 16.5 hours per week. 
As a Receptionist, you will work in a welcoming team to ensure that all staff and visitors are 
greeted and dealt with in a warm and efficient manner. In return, you will have the chance to 
progress with a company that invests in its people, celebrates individuality, and rewards and 
recognises employees who go above and beyond. 
We ensure you're rewarded for all your hard work,  
 

Could you bring your spark to Healthcare? Here's what you need to know before 
applying: 
Your key responsibilities will include: 

• Creating a warm and welcoming atmosphere for all staff and visitors 

• Answering all incoming calls in a friendly manner 

• Providing administrative support across a diverse range of areas 

• Managing the ordering and distribution of office supplies 

• Ensuring the office area is always kept neat and tidy 

• Representing Compass Group UK&I and maintaining a positive brand image 
Our ideal Receptionist will: 

• Have excellent verbal and written communication skills 

• Possess fantastic organisational skills with the ability to prioritise tasks 

• Be competent in using Microsoft Office and general office equipment 

• Display passion for delivering excellent customer service 

• Be an excellent team player 

• Have the ability to develop and maintain good working relationships 

• Demonstrate exceptional timekeeping and reliability 
We offer a comprehensive benefits package which includes but is not limited to: 

• To help with the cost-of-living crisis, Compass will be providing a free meal or 
equivalent Subsidy while working 

• Exclusive travel discounts with TUI, Expedia, Booking.com and many more 
• Save money on your food shop with discounts on Tesco, Sainsbury's, Morrisons and 

many more 
• Quick access for you and your immediate family to a Digital GP, and wider healthcare 

benefits 
• Up to 44% off cinema tickets to enjoy your favourite blockbuster 
• Regular emails filled with the best discounts and savings available 
• Receive cash rewards every time you spend and use them on a wide range of brands 
• Un-wind with us with free wellness, mindfulness and exercise classes 
• You can share all discounts and offers with your friends and families 
• Contributory pension scheme 
• Grow your career with our Career Pathways and MyLearning programmes 
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Hospitality Assistant 

Salary information: Competitive 

Hours: Full time 

Closing date: 23 March 2024 

Location: 215 Euston Road, London, NW1 2BF 

Company: Compass Group 

Job type: Permanent 

We\\'re looking for a Hospitality Assistant who will be the face of our business, delivering 
exceptional customer service for Restaurant Associates on a full time basis, contracted to 40 
hours per week. You\\'ll join a team that takes real pride in what they do - pride in our food, 
pride in our brand but most of all pride in our people. 
As a Hospitality Assistant, you will contribute to a passionate and friendly team working in a 
fast-paced environment. In return, you will have the chance to progress with a company that 
invests in its people, celebrates individuality, and rewards and recognises employees who go 
beyond the plate. 
Your key responsibilities will include: 

• Greeting and looking after our guests so they go home delighted 
• Serving customers, ensuring they receive an easy and seamless personalised 

experience 
• Being knowledgeable about the menu and making recommendations to our guests 
• Representing Compass Group UK&I and maintaining a positive brand image 
• Complying with Food Handling & Hygiene standards 
• Complying with Health & Safety regulations 

Our ideal Hospitality Assistant will: 
• Have a passion for delivering outstanding service, greeting customers with a smile and 

serving them with pride 
• Take initiative and make decisions that are right for our customers 
• Be an excellent team player with great communication skills 
• Have a desire to succeed in your role 
• Possess the ability to work under pressure 
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Scheduler 
Locations   Westminster 
Salary    £24,500 per year 
Hours Per Week  40 
Shift Pattern Start  14:00 
Shift Pattern End:  22:00 
Working Days  MONDAY TO FRIDAY 
 
About The Role 
You’ll assist the front-line security teams to ensure that client sites are fully staffed to fulfil 
contract requirements, as well as being in compliance with relevant legislation such as 
Working Time Regulations. 
You will ensure that all tasks are completed in a professional and timely manner so that we 
maintain the highest possible levels of customer service. 
 
Specifically, you will: 

• Maintain rosters ensuring all security personnel are entered for the correct days and 
times of duty. 

• Ensure that all periods of sickness, absence and holidays are covered adequately. 
• Report all shortfalls in cover to the Operations Manager. 
• Ensure all details on the scheduling system are correct and maintained to a high 

standard 
• Monitor periods of unplanned absence and report any patterns, abnormalities and 

concerns to the Operations Manager. 
• Support the management team through the production and distribution of reports. 

About you: 
To succeed in this role you will need: 

• Ability to interact with all levels within an organisation. 
• Ability to work on own initiative and proactively with others 
• A good level of computer literacy 

 
What will you get in return? 

• A pension scheme- to save for the future - eligibility rules apply 
• Access to high street discounts 
• Access to low interest loans 
• Recognition scheme ‘Stars’- monetary rewards given to top performers 
• Training and Development- apprenticeships, e-learning, English as a Second 

Language and our award nominated ‘Impact’ Programme 
• Long Service Awards 
• Cycle to work scheme- discounted bicycles 
• Access to our Employee Assistance Programme- 24-7 Wellbeing Support 
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Cleaner 
Location   Westminster 
Salary   £11.95 
Hours Per Week 10 
Shift Pattern Start 05:00 
Shift Pattern End: 07:00 
Working Days Monday to Friday 
 
About The Role 
Our cleaners play an important part in providing safe, clean environments in which our 
customers can thrive in their workspaces.  You will be carrying out a range of cleaning 
activities including mopping, sweeping, dusting, emptying bins and cleaning washrooms. 
 

You will be working Monday to Friday between 05:00 to 07:00, 10 hours per week. 
You’ll also: 

• Make sure that areas are always cleaned to the highest standards. 

• Always work safely. 

• Make sure equipment is cleaned, maintained, and stored correctly. 
 
To succeed in this role, you’ll need: 

• Good attention to detail  

• To be reliable and responsible with a flexible approach to work 
 
What will you get in return? 

• A pension scheme- to save for the future - eligibility rules apply 

• Access to high street discounts 

• Access to low interest loans 

• Recognition scheme ‘Stars’- monetary rewards given to top performers 

• Training and Development- apprenticeships, e-learning, English as a Second 
Language and our award nominated ‘Impact’ Programme 

• Long Service Awards 

• Cycle to work scheme- discounted bicycles 

• Access to our Employee Assistance Programme- 24-7 Wellbeing Support 
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Monitoring Officer 
Locations   SW1V 2RH 
Salary   £30,205 + excellent benefits 
Hours Per Week 37.5 
Working Days  Monday - Friday, occasional weekends 
 
Main Duties & Responsibilities of the Role 

• To monitor, document and accurately report on performance levels of each of the 
following areas: Domestic Services and Helpdesk standards: ensuring any potential 
failures of performance are escalated and recorded accordingly.      

• To liaise with stakeholders across the Trust, including, Patient representatives, 
Nursing staff, Matrons, Managers to ensure full consultation and views are sought 
regarding the Domestic services         

• To take appropriate action when contractual performance does not meet with the 
required output specification. 

• Support with the annual ‘Patient Lead Assessments of the Care Environment’ 
inspections across the Trust, ensuring the standards laid out in the PLACE documents 
are completed where required.       

• Undertake scheduled audits covering the Hard and Soft FM provision across the Trust 
and other hospital sites. This includes but not limited to Maintenance, Domestic 
Services, and Clinical.         

• Support the Compliance, Audit & Training Manager with the planning and reviewing of 
audit schedules where required.          

• To support the Compliance, Audit & Training Manager with operational delivery 
queries this may also include covering occasionally shifts and working later. 

• Provide and receive complex information and interpret into monitoring performance 
records and negotiate, gain cooperation or agreement as required on a range of Soft 
FM service specifications and service variants in respect of quality, volume and 
schedules.   

• To establish a network of end user representatives, including departmental staff, 
patient representatives and ward staff. 

• Attend team/department meetings on a regular basis and contribute to building 
effective teamwork in exchanging views and ideas and communicating effectively, 
where required.        

• Provide an efficient and effective response to day to day enquires and complaints, 
escalating complex issues to the relevant managers. 

• To represent OCS at meetings as requested by the Compliance, Audit & Training 
Manager or Operations Support Manager / Operations Manager.         

• To provide training to other members of staff as and when required.         

• To develop an understanding of the relevant project agreement or contract schedules 
and service and performance parameters for, Domestic Services, and Helpdesk.        

• To be aware of any legislative changes in relation to the services provided and how 
these impact on the client organisations.       

• To report any unresolved problems and recurring failures to the appropriate manager, 
specifying timeframes for corrective actions     

• To interpret and communicate National and Local standards methodology as regards 
cleanliness audits. 
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• To review the data collation of audits and use trend analysis to route cause and 
communicate issues to the key stakeholders.       

• To make judgements on a range of facts and situations involving the audit process. 

• Assist with the non-compliance process undertaking any necessary investigations and 
producing reports. 

• To be responsible for reviewing/analysing our performance reports and evaluating 
outcomes against contractual commitments, making judgements involving complex 
data and analysing / comparing a range of options. 

• To manage own diary ensuring that audits are regularly booked in throughout the year 
and that audit schedules are followed and any revisits which are required are booked 
in and managed within a realistic timescale. 

• To assist, support and co-ordinate activities, particularly in the area of environmental 
Ward audits, efficacy audits, PLACE and domestic cleanliness audits across the Trust, 
where required. 

• To undertake monitoring as required and in accordance with the operating hours of the 
particular departments. 

• To be responsible for providing regular summary service operating reports 

• To update the auditing system to ensure accurate data is stored for the contract. 
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Stage Door Receptionist - Savoy Theatre 

Employer:  ATG 

Job Type:  Full Time 

Salary and Benefits:  £13.94 per hour 

Location                                  Savoy Theatre 

Expiration Date and Time:  1st April 2024 

 

Description 

An opportunity has arisen for a dedicated, organized individual to join the team at the Savoy 
Theatre in the role of Stage Door Receptionist. 
The successful candidate will provide an effective Stage Door operation which is to include 
meeting, greeting and providing general assistance to all guests and staff. This is an 
excellent opportunity to take on a position of great responsibility in a prestigious West End 
theatre. 
 
Opened in 1881, the Savoy Theatre in London was designed by C.I. Phipps and decorated 
by Collinson & Locke. The Savoy became famous as the first public building in the world to 
be lit by incandescent electric lights. In October 2005, the Ambassador Theatre Group and 
Tulbart LLC bought the Savoy Theatre and started a run of productions that would change 
the face of the West End, including Trevor Nunn’s acclaimed production of ‘Porgy and Bess’, 
Henry Goodman in ‘Fiddler on the Roof’, and ‘Carousel’ starring Lesley Garrett. In 2019 Dolly 
Parton brought her show ‘9 to 5 – The Musical’ to the Savoy Theatre and this was followed in 
2021 with a 2-year run of ‘Pretty Woman’, acclaimed play ‘A Little Life’ with James Norton, 
Jamie Lloyd’s ‘Sunset Boulevard’ starring Nicole Scherzinger and Plaza Suite starring Sarah 
Jessica Parker and Matthew Broderick. 
 
The Ambassador Theatre Group is an extraordinary success story in the live entertainment 
industry. Founded in 1992 in the UK, we’ve grown into the world’s number one live-theatre 
company today. We cover every discipline in the theatre industry, from operating venues to 
producing shows and ticketing, through our industry-leading sites ATGtickets.com, LOVE 
theatre and Group Line. We are passionate about great shows and our ambition is to help 
them find the largest possible audiences. 
 
We are a Disability Confident Committed Employer, which means that we are taking action to 
ensure that people with disabilities and long-term health conditions feel supported, engaged 
and able to fulfil their potential in the workplace. We will offer an interview or recruitment 
event to disabled candidates who tell us they wish to participate in the scheme and who 
demonstrate in their application that they best meet the essential criteria for the role. Where 
we receive more applications than we are reasonably able to interview for any given role, we 
will retain applications for the next available interview opportunity wherever possible. 
 
If you’d like to discuss accessibility prior to applying, please review our job description where 
you will see a contact e mail address to request a confidential discussion.  
We are proud to be an equal opportunity employer and strive to provide a stage for 
everyone. Onstage and off, we hold ourselves accountable for nurturing an inclusive culture.   
 

  

https://jobs.thestage.co.uk/employer/company/932/ATG
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Ward Clerk 
Main area   Maternity 
Grade    Band 2 
Contract   Permanent 
Hours    Full time - 37.5 hours per week 
Site    St Mary's Hospital 
Salary    £27,515 pa inclusive 
Salary period   Yearly 
Closing   26/03/2024 23:59 
Job overview 
The post holder will be based in our labour ward and postnatal ward at St Mary's Hospital. 
The main responsibilities include discharging patients, scheduling elective bookings and 
monitoring visitors entering the ward. They will also provide cover during periods of leave for 
their colleagues. The post holder is expected to cover day and night shifts (Monday to 
Sunday) on a rotational basis. 
Main duties of the job 
To provide effective and efficient clerical support to Maternity Pathway, ensuring that 
administration processes meet the needs of all service users. This may require the 
postholder to work at a different site in the event of absence. This may require the post-
holder to work at a different site in the event of absence. 
Detailed job description and main responsibilities 
The full job description provides an overview of the key tasks and responsibilities of the role 

and the person specification outlines the qualifications, skills, experience and knowledge 
required. For both overviews please view the Job Description attachment with the job advert. 
Person specification 
Education/ qualifications - Essential criteria 

• Good educational standard of at least GCSE in English or Maths, or equivalent 
Experience - Essential criteria 

• Demonstrable customer service experience 

• Ability to prioritise work to meet tight deadlines 

• Previous clerical experience 
Desirable criteria 

• Previous experience of working in hospital or NHS setting 

• Experience dealing with people in a healthcare or other stressful environments 
Skills/knowledge/ abilities - Essential criteria 

• Basic computer literacy 

• Good interpersonal skills including professional telephone etiquette 

• Clerical skills 

• Good organisational skills 
Desirable criteria 

• Microsoft Windows 
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Administration Officer 
Main area   Ophthalmology 
Grade    Band 3 
Contract   Permanent 
Hours    Full time - 37.5 hours per week 
Site    Western Eye Hospital 
Salary    £27,948 - £29,468 pa inclusive 
Closing   21/03/2024 23:59 
We currently have a permanent vacancy band 3 Administration Officer 
The scope for this post is to provide a comprehensive and quality administration service to 
the designated department of ophthalmology - Community Hub/ Western Eye Hospital. The 
main focus of the role is to provide clinic and patient management for allocated clinics as 
appropriate. The role should provide support to management and multidisciplinary teams, 
including Consultants in managing this cohort of patients and clinics. 
Main duties of the job 

• Provide an efficient and friendly reception service within a department, ensuring that 
all patients are dealt with in a timely, respectful and efficient manner. 

• Provide support ensuring clinic numbers are maintained at a level that is safe for both 
patients and staff, including cancelling and rebooking patients where necessary. 

• Answer telephone calls promptly in line with the Trust’s telephone standards. 

• Provide non-clinical advice and information to patients to enhance their experience 
within the service. 

• Communicate clearly, often over the telephone, with members of the public where 
there may be barriers to understanding. 

• Distribute patient information relevant to the department and/or service. 

• Responsible for liaising with GPs, doctors, wards, patients and other relevant 
departments in the management and confirmation of patients’ on-going treatment 
plans 

• Escalate capacity issues to the service Business Support Manager so that issues can 
be resolved in a timely manner. 

• Actively manage administrative processes and coordinate care associated with patient 
pathways, including requests list management on Cerner and bookings and solving 
queries that arise. 

• Review and action non-attendance accordingly to Elective Pathway Policy. 
Person specification 
Education/ Qualifications - Essential criteria 

• GCSE or equivalent experience 
Desirable criteria 

• Ophthalmology terminology, understanding of pathway. 
Experience - Essential criteria 

• Administrative experience 
Desirable criteria 

• Previous experience in an NHS institution. 
Skills/Knowledge/ Abilities - Essential criteria 

• Clear & effective communication skills 

• Competent use of IT systems Excel, Word, & database input 
 



 Thursday 14th March 2024 

 

    
 

Relationship Officer - Physical Activity & Sport 
Salary range: £40,005 - £43,824 per annum 
Work location: Paddington Recreation Ground, W9 1PD 
Hours per week: 36 
Contract type: Permanent 
Vetting requirements: Enhanced DBS Check 
Closing date: 12 April 2024 
 
The Role: 
As a Relationship Officer for Physical Activity & Sport, you can make your own powerful 
contribution to the health and wellbeing of everyone who lives, works and studies in 
Westminster. You’ll be a key player in Active Westminster, a programme that promotes 
healthy and active lifestyles across the borough.  You will initiate and manage innovative 
community schemes that increase access to sport and physical activity by encouraging 
greater use of Westminster’s leisure centres, as well as of our streets and green spaces for 
walking, running, cycling and parkour. Sourcing and securing external funding will also be a 
vital part of the role, as will building partnerships with a range of organisations.  

  
About You: 
With good knowledge of the physical activity, leisure and sports sector, you’re likely to have 
hands-on experience of managing health and wellbeing projects. You’ll have proved your 
ability to initiate, develop and manage positive stakeholder relationships and to deliver 
excellent customer service. Your strong project and budgetary management capabilities will 
be matched by well-developed communication, negotiation and influencing skills. Some 
insight into the local authority environment would be helpful. 
 
What We Offer: 
We are home to more than 200,000 residents from all backgrounds, over 50,000 vibrant and 
vital businesses and three-quarters-of-a-million people work in Westminster. Westminster 
City Council’s strategy is to work towards a Fairer Westminster. A Fairer Westminster is one 
in which our communities are at the heart of our decision-making and help to determine the 
city’s future. By working directly with our communities and other partners, we can build a 
more inclusive city that celebrates our diverse communities, and where residents, workers 
and visitors from all backgrounds will feel welcome and safe.   
 

  



 Thursday 14th March 2024 

 

    
 

Accounts Officer 
Positions   4 
Band / Grade   D1 
Salary    £25,970 - £28,361 per annum 
Contract Type  Permanent 
Working Pattern  Full Time 
Location   Hybrid (on-site and remote) 
Leave entitlement  Starting at 30 days per annum, pro-rata 
Closing Date   25th March 2024 at 23:55 
The Role 
The Financial Services Team will engage with a range of stakeholders at all levels to ensure 
that financial processes run efficiently and that people can easily follow them. Financial 
Services covers a broad range of functions, types of activity include; purchasing, income, 
cash and treasury management, and grants management, and processes that impact 
individuals directly such as expenses and reimbursements. The Financial Services Team 
partners with  system users and business areas, to help them with standard financial 
processes and general operational queries. They will support and deliver data processing 
and transactional activity fundamental to the accounting processes and supporting the flow of 
resource around the organisation. 
The Accounts Payable Team within Financial Services will ensure invoices and requests for 
payment are appropriately processed, ensuring the House’s obligations are duly met. They 
will work closely with the Cash Management Team to ensure that resources are available to 
pay owed amounts, supporting the cash flow process. This will support the maintenance of 
the Supplier Masterfile, ensuring details are appropriately captured, stored and disposed of. 
The Accounts Receivables Team within Financial Services will ensure that money owed to 
the House is appropriately collected. They will create sales orders, capture requests for 
payments and reconcile received funds, ensuring that they are properly accounted for. 
The Cash Management Team will ensure that the House has the correct funding to meet its 
obligations and will liaise with HM Treasury to ensure the House is funded. They will work 
with key stakeholders to understand the fiscal needs of the organisation and produce suitable 
cash flow forecasts. They will also collect and account for cash collected on the Estate and 
ensure it is properly recorded and deposited. The Accounts Receivable Team will also 
maintain the Customer Masterfile, ensure details are appropriately captured, stored and 
disposed of. 
The House of Commons has recently undertaken an independent review into financial 
management, examining key elements of financial management, including contract and 
programme management, to ensure the House has robust processes and controls in place to 
manage its finances. The jobholder will have a key role to play in supporting the 
implementation of recommendations following the review. 
Some of the responsibilities for this role include: 
The Accounts Officer is responsible for supporting the outcomes of the Financial Services 
function. 
For Accounts Payables this includes maintaining the integrity of the payables ledger which 
enables accurate, timely and efficient payment of House of Commons Suppliers and 
reimbursements. This team provides key financial services for the House of Commons, 
including supplier management, payments processing and supporting compliance with IR35 
and CIS tax requirements.   
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• Conducting and delivering all activities of the Accounts Payable Team.  These 
activities include all supplier invoice processing, statutory compliance, payments and 
banking. 

• Ensuring the accurate payment of supplier invoices, claims, expenses, and 
reimbursements. This includes management and administration of delivery and credit 
notes.  

• Produce manual payments such as CHAPS and foreign currency. 

• Assist with the management of debts on the Payables Ledger.  
For Accounts Receivables/Cash Management this includes ensuring the efficient processing 
of invoices, collection of money from sales, the appropriate treatment for cash collected on 
the Estate and ensuring the organisation is sufficiently financially resourced to meet key 
obligations.  

• Conducting and delivering all activities of the Accounts Receivables Team.  These 
activities include raising sales orders, facilitating customer payments, refunds and 
appropriate banking. 

• Ensuring the accurate and timely receipting of financial information onto the Houses’ 
internal systems to ensure completeness of income, processing bank, cheque, credit 
card & internal payments including the reconciliation of remittances. 

• Supporting the functions within the Cash Office and ensuring that cash returns are 
appropriately accounted for, safely deposited and daily floats are available.  

• Administrating the Government Procurement Card scheme, ensuring that cards are 
issued, that returns are audited and that limits are maintained.  

For all roles this includes: 
Effective Financial Management 

• Supporting effective financial controls across the organisation by promoting financial 
best practice and applying relevant control frameworks. 

• Verification and maintenance of supplier records.  
Stakeholder Engagement 

• Building key relationships, in particular developing trust and rapport. This includes 
managing expectations of suppliers and stakeholders. 

• Responding to verbal and written queries from suppliers and customers. 

• Leadership and Management 

• Contributing to the effective outcomes of the team by embedding principles of equality, 
diversity and inclusion, and ensuring that the team makes a positive contribution to the 
achievement of vision and business goals. 
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Bar Attendant 
Positions   2 
Band / Grade   CGD2 
Salary    £25,986 per annum 
Contract Type  Permanent 
Working Pattern  Variable 
Location   On-site (Parliamentary Estate) 
Leave entitlement  Starting at 30 days per annum, pro-rata 
Closing Date   31st March 2024 at 23:55 
This is a great opportunity for a customer focused individual to join a thriving team within a 
busy bar environment, right in the heart of the Parliamentary community. We are all about 
embracing passion, energy, and teamwork to serve memorable moments for every one of our 
customers. 
We are looking for an enthusiastic Bartender to provide an excellent guest drinking 
experience, to create classic and innovative drinks; to provide exceptional care and give a 
polished and professional service, exceeding our customers’ needs and expectations. 
Some of the responsibilities for this role include: 

• Interact with customers, assess customers’ needs and references, and take orders. 
Respond promptly to requests from customers in a polite and professional fashion, 
making recommendations and up-selling additional products with a positive suggestive 
sales approach when appropriate. 

• Maintain an up-to-date knowledge of beers, wines, and spirits. Demonstrate product 
knowledge by advising the customer/answering queries. 

• Record all orders and customer payments accurately using the EPOS system. 
Balance the cash register at the start and close of each shift. Ensure cash handling 
procedures are followed and all transactions are carried out as set out in the Cash 
Handling Policy. 

• Check customers’ IDs to ensure they meet minimum age requirements for 
consumption of alcoholic beverages. Attempt to limit problems related to customers' 
excessive drinking by following established procedures. 

• Skills and Experience  
To be successful in this role you will demonstrate: 

• Experience in a hospitality venue, visitor attraction or other busy customer facing 
environment. 

• Evidence of the ability to engage with a variety of people and adapt style and content 
to meet audience needs whilst upholding the values of equality, diversity, and 
inclusion, demonstrating an understanding of how personal behaviour affects others.  

• Experience of delivering an excellent standard of hospitality service within a customer 
facing catering role, demonstrating flexibility and the ability to respond to the ever-
changing dynamics of the service environment and the needs of different groups of 
people.  

• Experience of delivering a high standard of service in line with the objectives 
of a hospitality business in a diverse environment of customers and other 
stakeholders, demonstrating a positive suggestive sales approach.  

• Ability to work successfully within a team demonstrating a flexible approach; 
understanding team goals and objectives; offering help to team members when 
requested and being proactive at quiet times.  
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Education and Engagement Assistant 
Positions  1 
Band / Grade  D1 
Salary   £25,970 - £28,361 per annum, pro rata - 41 weeks per year 
Contract Type Fixed Term 
Contract Length 12 Months-possibility of an extension and/or permanency 
Working Pattern Full Time 
Location  On-site (Parliamentary Estate) 
Leave entitlement Starting at 30 days per annum, pro-rata 
Closing Date  24th March 2024 at 23:55 
Parliament’s Education Centre is a welcoming and inspiring destination for young people and 
teachers; somewhere that creates a unique learning experience, distinct from the school 
classroom environment, which generates a sense of anticipation in groups entering the space 
and from which groups depart feeling inspired and excited about their Parliament. 
The Education and Engagement assistant responsibility will be to deliver high quality and 
engaging face to face and virtual tours and workshops of the Palace of Westminster across 
the formal learning age range for all UK schools, supporting subjects such as Citizenship, 
History and Government and Politics (or their equivalent). The postholder will also support 
the operations of the Education Centre and the work of the Education and Engagement 
Service as a whole, including bookings and general administration. 
Some of the responsibilities for this role include: 

• To warmly welcome visiting school groups to Parliament, this includes briefing groups 
on arrival, informing them of important security and health and safety information 

• To deliver on-site and online tours and workshops of the Palace of Westminster to 
groups of young people aged 5-18 and their accompanying adults 

• To facilitate short introductions to a 15 minute ‘Story of Parliament’ film in the 
Education Centre immersive space which introduces school visitors to the Palace of 
Westminster, Parliament and democracy 

• To work alongside security and other staff following agreed procedures for efficient 
access and visitor flow; visitor comfort and safety; and the security of the building. 

• To provide operational support for the smooth running of the Education Centre; 
including occasionally covering the reception desk, answering telephone enquiries, 
allowing access to Members and staff of both Houses, set up/pack down of learning 
spaces and the maintenance of accompanying resources 

Skills and Experience  
To be successful in this role you will demonstrate: 

• Excellent communication skills with the ability to speak clearly and impartially 

• Ability to deliver/present educational content to an audience in an engaging and 
interactive manner 

• Ability to work successfully within a team, whilst upholding the values of equality, 
diversity and inclusion. 

• Experience of delivering excellent customer service in a pressurised visitor 
environment and prioritise tasks 

• An understanding of why school visits to Parliament are important.   
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BARISTA 
Location  Portman Square W1H 7BG 
Salary/Benefits £11.95 per hour PLUS service charge 
Contract type Permanent 
Hours   Full Time 
Hours per week 30 hours per week 
Closing date 24/04/2024 
 

THE ROLE 
As a Barista, you will be responsible for creating an exceptional experience for our guests as 
well as maintaining a clean and tidy bar. Your tasks as Baristawill include but will not be 
limited to: 

• Prepare and serve our tea and coffee items to our Lounge guests. 

• Interact with customers, present menus, take orders and make recommendations as 
necessary. 

• Assess guests’ needs and preferences and make recommendations. 

• Check if brewing equipment operates properly and report any maintenance needs. 

• To provide a genuine, attentive, and friendly service to our guests in order to reflect 
the Nobu standards. 

• Maintain a thorough working knowledge of the menu, including tea and coffee. 

• To feel empowered to make a decision that will enhance the guest experience or 
defuse any complaints which may arise. 

• Anticipates guest’s needs and provide them with a personalised, crafted experience. 

• To be an ambassador for Nobu as well as someone who embodies our values and 
commitment to our teams. 

BENEFITS OF JOINING OUR TEAM 

• £1000 Refer a Friend Scheme 

• 2 Hotel-wide social events a year including Employee Awards night 

• Discounted overnight stays across Nobu properties Worldwide 

• Discounted Gym Membership via the app Hussle 

• Discounted Pilates classes and Wellness treatments 

• Opportunities to progress within our hotel and the wider portfolio 

• Access to a suite of innovative and varied learning and project opportunities 

• Mental Health First Aiders within the team 

• Exciting wellness and volunteering opportunities 

• Up to 33 holiday days through length of service 

• Life Assurance Scheme 

• Cycle to Work Scheme 

• Discounts off all food and beverage 

• Free meals whilst on duty 
EXPERIENCE 

• Good experience of creating and making Barista related drinks 

• Experience in using Micros is advantageous. 
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Sunday Sales Assistant  
LOCATION   Finchley High Road 
CONTRACT TYPE  Permanent contract 
CLOSING   27-Mar-2024 
SALARY   £10.42ph 
WORKING PATTERN  1 day out of 7 
WEEKLY HOURS  6 hours 
We are looking for a Sunday Sales Assistant to provide a quality retail service, taking 
responsibility for running our busy shop on Sundays. This varied role will include, managing 
stock, displaying goods, maintaining the appearance of the shop, maximising sales and 
promoting Gift Aid to our valued customers. 
If you would like to utilise your skills and experience in a role that helps raise funds for some 
of the excellent services and support provided by Age UK, we would love to hear from you! 
Due to the nature of this role, you will be required to handle/lift bags of stock (up to 10kgs.) 
About you: 

• Excellent customer service skills 

• Literate and numerate 

• An effective team player 

• Ability to lift and carry heavy bags of stock. 

• A basic knowledge of Health & Safety and Fire regulations 

• Previous experience of working or managing a retail shop would be an advantage. 

• A flexible approach to your job is essential. 
What we offer in return: 

• A 6-hour working week. 

• 25 days holiday (pro-rata) + bank holiday allowance 

• A generous pension – we will contribute 8%. 

• Great discounts and rewards through Blue Light Card and Benefit Hub 

• Life assurance, Bupa health cashback plan 

• Tickets for Good – Free and discounted tickets for events 
Additional Information 
To comply with UK legislation, we cannot accept applications from candidates under the age 
of 18 as the successful candidate will be required to work on their own in the shop without the 
aid of other staff. 
All CVs will be anonymised by our recruitment system when you apply for a role at Age 
UK.  Please note that our system is unable to anonymise cover letters, and we would 
therefore ask that to support the work we are doing on making our recruitment selection 
process fairer and more unbiased, that you remove any personal information from your cover 
letter/supporting statement, including your name before uploading this.  All equalities 

monitoring information is also anonymised and not shared with the hiring panel. Your name 
and address will only be known to us once you are invited for an interview.  
We know that men, of all backgrounds, and men and women from Black, Asian and minority 
ethnic backgrounds are currently under-represented in our workforce, and we want to change 
this!  So, we are particularly keen to hear from applicants from these groups. 
 
Early application is encouraged as we will review applications throughout the advertising 
period and reserve the right to close the advert at any time. 
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