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Job Information Pack
Night Concierge


THANK YOU 
FOR YOUR INTEREST IN YMCA DULVERTON GROUP


It is a pleasure to know that you are interested in working with us. Please find enclosed further information about this position, which I hope you find helpful. 

YMCA Dulverton Group is one of the largest providers of youth support services in Somerset and Devon and a part of the wider YMCA movement which operates internationally in 119 countries to form the largest and oldest youth charity in the world.

We are a local community charity. We deliver life changing services to over 10,000 children, young people and families across Somerset and Devon every year.  Our work covers a wide range of areas including; accommodation, housing advice, childcare, health advice, youth clubs, volunteering and alternative education.

Based on a social enterprise model, all the income we generate goes back into funding our local community projects and initiatives.

Last year in Somerset we provided over 32,000 safe nights of accommodation for vulnerable people and over 40 training opportunities for young people. Having undergone huge expansion this is an exciting time to join our staff community.

Our vision is ‘to be a leader in transforming communities so that all children, young people and families can truly belong, contribute and thrive.’

We are continuing to grow and are looking for dedicated and conscientious individuals who can thrive in a fast paced, ever evolving environment. 

If the opportunity to help us develop and evolve our business is something that you feel you would like to be part of then we want to hear from you.  You will be joining a great team of determined staff in a fast moving organisation.

Please take time to read through this job pack, take a look at our website and read through the job description and person specification to see how you would meet with our needs. 

We hope to hear from you soon.
[image: ]



Martin Hodgson
Chief Executive Officer


Our values


The post holder will be expected to operate in line with our organisational values which are;

· Value the Individual – Respect others, ourselves and the people we work with in all that we do

· Giving of our best – Showing commitment in our work and to enable young people

· Caring Deeply – Have a passion for the work we carry out

· Providing Creative Solutions – Show innovation in the approaches we take in supporting young people

· Communicate authentically and truthfully – Show openness in our dealings and approaches to people


Title:         		Night Concierge 
Reports to:    	Reception Manager 
Location: 		Great Western Hotel, Taunton
ROLE OVERVIEW
The Night Porter / Concierge is responsible for maintaining the security and smooth overnight operation of the hotel, providing an exceptional level of service to our guests throughout the night. This includes welcoming late arrivals, facilitating early departures, serving food and beverages, setting up for breakfast, and ensuring all public areas are clean, presentable, and ready for the following day. The role is also responsible for preparing meeting and event spaces as required.
There are few overnight roles as fulfilling as this one. Your presence on site is a great reassurance to our guests, and you will take genuine pride in keeping things running smoothly while they sleep.
DUTIES AND RESPONSIBILTIES 
Guest Services 
· Managing late check-ins and early check-outs, ensuring all guests receive a warm and efficient welcome regardless of the hour.
· Being the first point of contact for any overnight guest requests or incidents, responding promptly and professionally.
· Providing a helpful and courteous concierge service, including local information and assistance with guest needs.
Food & Beverage 
· Serving drinks and beverages at the bar during evening and overnight hours in line with licensing requirements.
· Setting up and preparing the continental breakfast offer each morning, ensuring everything is in place and presented to a high standard ahead of guests arriving.
· Maintaining food hygiene standards at all times in line with allergen awareness and food safety training.
Cleaning & Presentation 
· Carrying out thorough cleaning duties across all public areas, corridors, toilets, and the bar throughout the overnight shift — this is a core and non-negotiable part of the role.
· Ensuring all areas are clean, tidy, and well-presented ahead of the morning team arriving.
· Restocking and replenishing as required across public-facing areas.
Events & Security 
· Setting up and clearing meeting and event rooms as directed.
· Maintaining the security of the building throughout the night, conducting regular checks and responding appropriately to any incidents.
· Locking and securing the premises in line with hotel procedures.
WORKPLACE VALUES
The post holder will be expected to operate in line with our workplace values:
· Value the Individual — Respect others, ourselves, and the people we work with in all that we do.
· Giving of Our Best — Showing commitment in our work and enabling young people to thrive.
· Caring Deeply — Having a genuine passion for the work we carry out.
· Providing Creative Solutions — Showing innovation in the approaches we take in supporting young people.
· Communicate Authentically and Truthfully — Showing openness in our dealings and approaches to people.

PERSON SPECIFICATION — SKILLS & EXPERIENCE 

· A warm, confident individual with a genuine commitment to delivering excellent customer care throughout the night.
· An understanding that every guest is different, and a commitment to ensuring all guests feel respected and well looked after.
· Good organisational skills with the ability to manage multiple tasks and prioritise effectively during a night shift.
· A team player who is equally comfortable working on their own initiative and managing their time independently overnight.
· Self-motivated, reliable, and flexible — someone who takes pride in their work even when no one is watching.
· Good communication skills, both written and verbal.
· A strong attendance and punctuality record.
· Ideally some experience in hospitality or a customer-facing role, or a willingness to undergo relevant training.
· Willingness to accept direction, leadership, and mentoring from management.

EDUCATION & QUALIFICATIONS 

· Level 2 qualification or relevant proven experience in a similar role.
· Good standard of written and spoken English.
· Allergen Awareness and Food Hygiene certification (or willingness to complete)
· SIA Door Supervisor or Security Guarding licence is highly desirable. 















MAIN TERMS OF EMPLOYMENT

[bookmark: _GoBack]Salary:		 £13.50 per hour
Location:		 Great Western Hotel, Taunton
Shift Pattern:	 8pm – 8am, 4 on 4 off
Holidays:		 Statutory entitlement (28 days pro rata)
Benefits: 		 Free gym membership at a choice of locations
 Comprehensive training and ongoing support
 Opportunities for growth and career development
 Supportive, friendly team environment
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