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Operations Administrator (Part-Time, Flexible)

Emersons Green Village Hall | 6 hours per week | 6-month initial contract

We’re looking for a friendly and organised person to help run our busy Village Hall.

You’ll handle bookings, welcome users, support day-to-day operations, and help keep the hall safe, tidy and running smoothly. This role involves lone working.

What we’re looking for:

Confident working with the public
Good communication and organisation skills
Basic IT and social media skills
Flexible (mostly evenings/weekends)
Must be over 18 years old

What you’ll get:

Guaranteed 6 hours per week
Flexible rota with at least 2 weeks’ notice

Immediate start.

If you would like a copy of the full job description or wish to apply please send a copy of your CV and covering letter to manager@egvh.org.uk
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