Hospitality Co-ordinator at Tŷ Newydd Writing Centre
Part time (22.5 hours per week), 12-month fixed term contract with possibility to extend
To start as soon as possible
Salary: £24,000 pro rata
Location: Tŷ Newydd Writing Centre, Llanystumdwy, Gwynedd, LL52 0LW
Closing Date: Tuesday 27 August, 5.00 pm

About the role
We’re looking for an enthusiastic, organised and thorough individual to join our team at Tŷ Newydd, the National Writing Centre of Wales. 
You will work as part of a busy and creative team who organise and deliver our program of writer development courses, as well as wider Literature Wales activity. 

The Hospitality Co-ordinator ensures that all guests experience wonderful stays in a clean, well-maintained and welcoming setting, and will make a significant contribution to the successful day-to-day running of a busy centre.
The Hospitality Co-ordinator role at Tŷ Newydd is customer-facing and takes responsibility for the important task of ensuring our property is kept in a pristine condition for our guests. The role involves co-ordinating suppliers, ensuring regular cleaning and changeover tasks are completed to the highest of standards, light housekeeping tasks and regular cleaning and maintenance tasks, whilst providing an excellent hospitality experience for our guests during their stay.

Key areas of delivery:
· Liaising with suppliers/contractors;
· Responsibility for ordering supplies and managing stock;
· Regular cleaning tasks, including vacuuming, dusting, mopping and general tidying;
· Front of House tasks including welcoming and greeting guests upon arrival, problem solving for guests, and responsibility for opening/closing the property for venue hire customers.

Reporting to: Tŷ Newydd Manager


Suitability for the role
We’re looking for someone who has:
· Attention to detail and a proactive working approach;
· Experience of working within a team as well as working independently;
· Experience of working in the hospitality or maintenance sector (transferrable skills from experience working e.g. at a hotel, a care home, as a cleaner etc.);
· Confidence and enthusiasm to welcome and host guests, and the ability to problem solve in the moment;
· The ability to think quickly, be organised and forward plan;
· An efficient working style and a positive working attitude;
· Organisational and administration skills; 
· Someone who is dependable, responsible and flexible;
· A positive attitude towards the Welsh language, the ability to speak Welsh is desirable for this post.

All roles at Literature Wales are subject to passing a DBS check, with a disclosure level appropriate to the role.

Click here to view Literature Wales’ Recruitment Policy and Literature Wales’ Pledge.

If you’re interested in this role but are unsure you have the right experience, we encourage you to contract us for an informal chat or to ask for more information before applying. Please contact Miriam Wiliams, Tŷ Newydd Manager to arrange a convenient time: Miriam@literaturewales.org or ring 01766 522 811.

How to apply
1. Please read the above job description and suitability list carefully and take a look around at the Literature Wales website and the Tŷ Newydd’s website to learn more about our work.
2. Please write an application letter or create a video application (max. 2 pages of A4 or 5-minute video) to explain why you are interested in the role and how you are suitable for it (e.g. tell us about your experience and what interests you about specific elements of the role). Both formats are acceptable and of equal value.
3. Send the following to post@literaturewales.org by Tuesday 27 August 2024, 5.00 pm.
· Your application letter or video;
· Your CV (Max. 2 pages of A4) and the details of two referees who know you in a professional context. We will only contract referees after an offer of employment has been accepted;
· A completed Literature Wales Equality and Diversity Form. 

Literature Wales is a registered charity that works with the support of the Arts Council of Wales and the Welsh Government. 
