
 

Job Specification 
 

Operations and Hospitality Co-ordinator 
 

 
 

 

   
 

About Clayhill Arts  

 

Clayhill Arts is a residential training centre for the arts based in Somerset, located just outside the town of 

Bridgwater. The business was founded by Deborah and Michael Parkes, both from an education and hospitality 

background, who moved to Clayhill from Nottingham in 2015. Concerned that the arts were under threat they felt 

that what was needed was somewhere for the arts community to learn new skills, network with other creatives and 

enhance career prospects. After an extensive building project that renovated an old dairy and arable farm buildings, 

Clayhill Arts opened in 2017 and plans to offer a series of residential training courses for people working in the arts 

to access the training and skills needed to develop their careers. Courses range from specific skills and knowledge, 

artists talks and business training. Courses take place all year round and can be on a week or weekend basis. There 

are 8 en-suite bedrooms on site, a communal barn for food and recreation, studio with presentation aids and an 

equipped workshop with office space. To complement courses we also run a series of other events - these can 

include exhibitions, lectures and screenings. Clayhill Arts also hires their facilities to other businesses or individuals 

for private events and can be adapted to meet a variety of needs.  

 

Operations and Hospitality Co-ordinator 

 

Clayhill Arts plans on rolling out its professional training courses in early 2020. To do this we are looking for someone 

to take ownership and control of the day to day running of the building and accommodation; to work with the team 

in ensuring the business meets the needs of customers and clients and maintain the standards we believe are 

necessary to ensure a happy learning environment. The role is full time and 5 days a week. At times you will need to 

vary which days you work during the week to respond to the needs of the business. As we are a business that 

believes in the ability of education and training to enrich our lives, we strongly encourage any applicants who wish to 

change careers and enjoy learning a new set of skills. The role will be managed by owner and manager Deborah 

Parkes and you will be part of a team of 5 including catering staff, cleaners and visiting teachers. 

 

Probationary Period 

 

The role is subject to a 6 month probationary period. During this time you will be responsible for co-ordinating the 

use of the accommodation block via a third party website. It is hoped that this will give the successful candidate an 

opportunity to understand the needs of the business, develop necessary organisational strategies to manage 



accommodation and experience the culture and practices of Clayhill Arts.  After this period the role will develop to 

incorporate wider business practices. 

 

Operations & Hospitality Manager: Job Specification  

 Working closely with your line manager you will be identifying the operational and hospitality needs to ensure 

the successful running of courses 

 Co-ordinating accommodation bookings and responding to customers’ needs throughout the booking and 

arrival process* 

 Responding to emails and phone enquiries, diary scheduling and planning course requirements and resources  

 Preparing guests rooms (including dressing rooms to in-house guidelines and supporting cleaning staff)  

 Meeting customers, familiarizing them with the facilities and surrounding area and responding to any specific 

customer needs/queries  

 Supporting cleaning staff – monitoring standards, ensuring resources and respond to any specific cleaning needs   

 Manage laundry & supplies – organising laundry collections, stocking hospitality supplies and co-ordinating with 

other staff  

 Working with catering staff to plan catering requirements for courses (in liaison with line manager), assist at 

busy periods to ensure smooth running of kitchen  

 Working closely with course tutors to prepare spaces for courses, manage resources, operate AV equipment 

and move furniture 

 Manage email enquiries and studio bookings for other events; including scheduling, planning and resources  

*As part of this roles’ probationary period and before main courses start you will be responsible for managing 

and letting the sites bedrooms through a third party booking site. This will hopefully give the successful 

candidate time to learn the roles and responsibilities of the job and develop hospitality schedules. 

Person Specification  

 The ability to be flexible in meeting the various needs and operating hours of the business 

 Have an interest or experience in the arts  

 Enjoy working with customers and gain satisfaction from meeting their needs  

 Have experience of working within a hospitality environment and an understanding of the nature of the work  

 Work well with other people, be able to take instruction and give clear instructions to others  

 Have an eye for detail and take pride in your work, ensuring a clean and safe work environment  

 Be able to take responsibility for planning and organising your own work, finding creative solutions to problems 

and integrate them into the business 

 Happy to help others with their work when things get busy, be flexible and be able to stay calm in stressful 

situations 

 Be professional in your communication with others, either via email, phone or through face to face interaction 

with the public 

 Be able to work independently, be self motivated and able to maintain personal standards 

 Be organised and have excellent time keeping  

 Be able to take direction and respond to changing business needs 

 Have a bright personality, optimistic outlook, good with people and a sense of humour 

 Be able to drive and enjoy the countryside 

 

 



 

Clayhill Arts Career Policy 

Clayhill Arts was established to offer training and opportunities for people working in the creative arts; a sector that 

is often underfunded and poorly resourced, despite its benefits to society and the wider economy. We strongly 

encourage applicants with a background or experience in the arts, who has an interest in hospitality and working 

with the public. We believe that we are all learners and ongoing education and training is essential for a happy and 

successful life. We are committed to ongoing staff development and are happy to consider applicants who are 

looking for a change in their career or wishing to learn a new skill. As part of your employment package we offer a 

generous career development fund to help you develop your career here at Clayhill and beyond. This can be 

discussed further at the interview stage. 

Salary 

Starting salary is £21,000 plus benefits; these include - annual Art Fund membership, personal access to facilities at 

Clayhill Arts, 28 days annual leave (excluding bank holidays) and a company sick pay policy. 

Application Process 

To apply for this position please complete the accompanying application form - you can download this from our 

website here - and email it to: jobs@clayhillarts.co.uk Interviews will take place in mid-August. Successful interview 

candidates will be offered a sample day working here. This will be paid and give candidates the opportunity to see if 

Clayhill is a good fit for them.  

Deadline 

Applications should be received by Friday 26th July 2019 
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