
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Facilities Officer 
Job Information Pack 

Closing date: Midday, 21st February 2025 
Interviews: w/c 3rd March 2025 

The Wesley Centre 
Saville Street, Malton, YO17 7LL  



 

 

 
 
 
About Us: 
The Wesley Centre is a bold and inclusive space designed to serve Malton’s rapidly expanding 
community while preserving its heritage as a place of worship.  
 
Our vision is to create state-of-the-art facilities that welcome everyone, blending tradition with 
innovation to meet the evolving needs of our town. 
 
At the heart of the Centre will be a flexible 600-seat auditorium, new accessible facilities, a 
concert and events box office, a vibrant community café, and purpose-built resources for the 
Malton Free Fridge, which distributes free surplus food to over 30,000 people annually.  
 
The Wesley Centre prioritises affordability and accessibility for local interest groups and offers a 
welcoming space for residents and visitors alike. It will be a place to meet, celebrate good music, 
seek information, and come together for worship and connection. 
 
Celebrating diversity is central to our mission. The Wesley Centre values the worth and dignity of 
every individual, regardless of age, faith, gender identity, race, economic reality, or social status.  
 
By fostering an ethos of hospitality and inclusivity, the Centre will become a hub for connection, 
creativity, and shared purpose. 
 
Learn more about us here: https://www.maltonwesleycentre.org/ 
 
About the Role: 
The role of Facilities Officer will play a pivotal part in ensuring the smooth operation of our vibrant 
community centre. The successful applicant will work closely with all other staff and volunteers to 
deliver excellence in event space management, health & safety, and facility operations.  
 
This is an exciting opportunity to take the lead through the ‘hands-on’ delivery of events, including 
set-up and breakdown, general cleaning and some day-to-day maintenance.  
 
Every day will bring opportunities to enhance services, support events, and foster a culture of 
teamwork and high-quality service delivery. 
 
Who We’re Looking For: 
We’re looking for a dedicated and motivated individual who thrives in a team-focused environment 
and is passionate about creating an excellent event space and community environment which is a 
welcoming space for all. 
 
Working arrangement:  
The role is a full-time post, working regular weekends and evenings, so flexibility is required.  
 
Whilst a faith is not an essential requirement to succeed in this role the successful applicant will 
be representing the Methodist Church in all that they do and should be committed to and 
comfortable with the ethos of the Methodist Church of Great Britain. 
 

 

INTRODUCTION 
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Job Title:   Facilities Officer.  
Employed by:    The Wesley Centre (Malton) Charity Number 1181629.    
Location:   The Wesley Centre, Saville Street, Malton, YO17 7LL. 
 
Responsible to: The Office Administrator will be accountable to the trustees of the 

Wesley Centre via a nominated Line Manager.  
 
Internal relationships: - Wesley Centre staff and volunteers. 

 
External relationships:  - User groups. 
 - External organisations. 

- Local community and voluntary organisations. 
 - Property staff from the Methodist Church. 
    - Statutory agencies and bodies. 
 
Purpose and Objectives: To play a pivotal part in ensuring the smooth operation of our vibrant 

community centre, working closely with staff and volunteers to 
deliver excellence in event and performance space management, 
safeguarding, health and safety, and facility operations.  

 
To take ownership of the role with the autonomy to enhance 
services, support events, and foster a culture of teamwork and high-
quality service delivery. 

 
Key Responsibilities: 
Operational Duties 

• Work side by side with the team to ensure a clean, safe, and welcoming environment 
across all facilities. 

• Oversee the administration and management of housekeeping and facilities departments. 
• Inspire, energise, and motivate colleagues and a team of volunteers, fostering a culture of 

collaboration and excellence. 
• Setup, run and breakdown all events, ensuring operational smoothness and attention to 

detail. 
 
Facilities Duties 

• Undertake cleaning of key parts of the building estate after each event as required ensuring 
facilities are always presented to a high standard.  

• Oversee building and grounds maintenance, cleaning, catering, and utilities. 
• Coordinate and supervise contractors, ensuring timely and high-quality work. 
• Conduct thorough inspections to ensure spaces are clean, safe, and hazard-free. 

 
Health and Safety 

• Supporting the Centre Manager, monitor health and safety to remain compliant, including 
undertaking and reviewing risk assessments. 

 

JOB DESCRIPTION 

 



 

 

Strategic Planning and Budgeting 
• Support the Centre Manager in managing the facilities budget. 
• Prepare tenders and manage contracts for facilities-related services. 

 
Other requirements: 
 

• Develop and maintain a good understanding of the culture and values of the Wesley 
Centre (Malton), always acting in its best interests. 

• Any other duties within the postholders level of responsibility that support the existing 
and developing mission of the Wesley Centre (Malton). 

 
 Summary of terms and conditions: 
 

Contract type Full-time, permanent.  
Working hours 37-per week (Full time). 
Rate of pay £12.60-£13.77 per hour (£24242-£26500 salary). 
Location Wesley Centre, Saville Street, Malton, YO17 7LL. 
Required working A flexible working pattern is a requirement for this role, to include evening and 

weekend working. At least two days free of responsibility each week. 
Annual leave 33 days per annum, inclusive of public holidays.  
Pension There is a contributory pension scheme to which eligible staff will be auto 

enrolled. Employees who do not meet the auto enrolment criteria are eligible 
to join the Scheme, subject to certain provisions. 

Probationary period Appointment will be conditional on the satisfactory completion of a 6-month 
probationary period. We reserve the right to extend this up to 12-months. 

DBS disclosure Appointment will be conditional subject to a satisfactory enhanced  
disclosure from the Disclosure & Barring Service (DBS). 

Right to work Appointments and offers of employment are conditional on the successful 
applicant demonstrating the right to live and work within the United Kingdom as  
required by the Immigration Asylum and Nationality Act 2006. 

Training There will on occasion be the need for training to be completed that is 
relevant to the role and to the requirements of the Methodist Church.  
 
This appointment is conditional on the successful completion of the 
Methodist Creating Safer Space Foundation and Advanced Module 
Safeguarding training, within the first 3 months of employment. 
 

All training will be undertaken during contracted hours or recorded as time off 
in lieu (TOIL). We are an employer who will try to support your professional 
development. During your employment with us we will consider any relevant 
requests for continuing professional development (CPD). 

 
 
 
 
 
 
 
 
 
 



 

 

 
 
 
Job Title:   Facilities Officer.  
Employed by:    The Wesley Centre (Malton) Charity Number 1181629.    
Location:   The Wesley Centre, Saville Street, Malton, YO17 7LL. 
 
Responsible to: The Office Administrator will be accountable to the trustees of the 

Wesley Centre via a nominated Line Manager.  
 

E = Essential, D = Desirable, A = Assessment Method E D A 
Training and Qualifications 
Qualification in facilities management, business studies, or a related field.  Yes A, I, C 
First aid training, or commitment to complete on appointment.   Yes  A, I, C 
Fire marshal training, or commitment to complete on appointment.   Yes  A, I, C 
Membership of a relevant professional body (i.e., NEBOSH, IWFM, IOSH, etc)  Yes A, I, C 
Knowledge, Skills and Experience    
Experience in facilities management or a related role. Yes  A, I 
Practical knowledge of maintenance or technical support for events.  Yes A, I 
Experience in event or venue support.  Yes  A, I 
Good leadership skills, able to motivate and energise others.  Yes  A, I 
Good organisation and project management skills.  Yes  A, I 
Good written and verbal communication skills. Yes  A, I 
Knowledge of workplace H&S including the production of Risk Assessments 
and other necessary and associated paperwork.  Yes A, I 

Qualities and Aptitudes 
Able to work under pressure whilst maintaining integrity, and discretion; either 
independently or alongside others as part of a small team. Yes  A, I 

Able to establish and maintain consistent professional boundaries, developing 
trusted working relationships with a diverse range of engaged stakeholders. Yes  A, I 

Able to react and adapt positively to changing priorities and circumstances, 
willing to meet the current and future needs of the Wesley Centre (Malton). Yes  A, I 

A collaborative style and approach to leadership. Yes  A, I 
Any Other Requirements 
Be supportive of the ethos and charisms of the Methodist Church. Yes  A, I 
Demonstrate awareness of and a sensitivity to issues of Equality, Diversity, 
and Inclusion in all aspects of a person’s life.  Yes  A, I 

A willingness to work irregular hours including evenings and weekends. Yes  A, I 
A satisfactory enhanced disclosure from the Disclosure and Barring Service. Yes  A, I, C 

 
 
 
 
 
 
 
 
 
 

PERSON SPECIFICATION 

 

Assessment Method 
A –  Application Form 
I -  Interview 
C –  Certificate/Qualification 



 

 

 
 
 
Next steps:  
We actively encourage informal enquiries, questions and conversations about the role.  
 
In the first instance please address these by email to admin@maltonwesleycentre.org  
Please note that applications sent directly to this email address will not be accepted. 
 
To make an application you should complete an application form and return to  
hr@yorkshirenemethodist.org by email before Midday on the 21st February 2025. 
 
Anticipated timeline:  
A flexible start date is available and will be discussed at interview stage.   
 

1. Closing date: 21st February 2025 
2. Interview date: w/c 3rd March 2025 

 
1. We reserve the right to close the vacancy before this date should a sufficient number of applications be received. 
2. Interviews will be held in-person at the Wesley Centre, Malton, YO17 7LL  
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Adjustments:  
Please let us know if you require adjustments making at any stage or to any aspect of the 
application process or provide us with any information that you feel relevant whilst we consider 
your application.  
 
If you are selected for interview, we will ask if you have any access needs or if you require any 
reasonable adjustments to be made for the interview. Please be assured that we will be supportive 
in discussing reasonable adjustments at all stages of the recruitment process.  
 
If you have any questions about how we recruit you can contact us by clicking here.  
 
Entitlement to work in the UK:  
Any job offer will be conditional on you demonstrating the right to live and work within the United  
Kingdom as required by the Immigration Asylum and Nationality Act 2006. You will be asked to  
provide evidence of your entitlement should an offer of employment be made.  
 
Experience, knowledge, skills, and abilities:  
The person specification lists minimum requirements for this post. When shortlisting, the panel will 
only consider information that is written on your application form, and they will assess this 
information against the person specification. Where CVs are submitted these will not be used to 
make shortlisting decisions.  
 
References:  
Any job offer will be conditional, subject to the receipt of satisfactory references and we reserve 
the right to withdraw a conditional offer based on the references that we receive. One should be 
from your current or your most recent employer, the second from a previous and relevant work 
experience. It is important that both referees are able to comment on your suitability to the role.  
 
Criminal convictions:  
Anyone who applies to work with us will be asked to disclose details of unspent convictions during 
the recruitment process. Whilst having a criminal record does not necessarily bar you from working 
for us this will depend on the job that you have applied for and the nature of the conviction.  
 
Data protection:  
The information you provide will be held in the strictest confidence. We process information in line 
with our Privacy Policy and if you are successful in your application the information that we hold 
will be used to administer your employment with us. By making an application, we assume that you 
agree to the processing of your data in accordance with our Privacy Policy.  
 
Equality, diversity, and inclusion:  
Our aim is to have a workforce that reflects the diversity of talent and abilities drawn from across 
our community. In line with the Equality Act 2010, we will monitor the composition of our 
workforce to ensure it is representative and that staff are treated equally and fairly.  
 
Unless clearly stated that an ‘Occupational Requirement’ is in place with a vacancy, recruitment 
will be made on the basis of an applicant's ability and merit as measured against the job criteria. 

IMPORTANT NOTES 
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