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WELCOME TO THE GREEN ESTATE CIC

Welcome to The Green Estate Community Interest Company!

Humanity faces unprecedented social, economic and environmental uncertainty and there are
communities with less power, resources and choice to adapt and respond to these challenges.

Over 20 years, The Green Estate has been working hard to grow green and resilient urban
places. We have unlocked the potential of physical and social assets and developed beautiful
and sustainable landscapes for the benefit of our local community and beyond. Together with
our partners we have developed innovative and impactful products and services. Our
landscape and facilities are stunning, our team and board are talented, skilled and dedicated
and we have fantastic partnerships and wide reaching networks. With the royal seal of approval
through the prestigious King's Award for Enterprise in Sustainable Development we are poised
and ready to take a bold leap of faith, grow our impact, influence and income and become a
nationally renowned demonstrator of urban resilience.

We look forward to receiving your application to join our amazing team.

Roz Davies, CEO



About the Green Estate

The Green Estate is a community interest company with a mission
of growing green and resilient urban places for people and nature
to thrive. It was originally set up in the late 90's as a heritage and
environment project to regenerate urban wasteland and
buildings. It now employs circa 70 people, has 40+ volunteers,
manages 42 hectares of parkland, hosts 20 onsite community
enterprises and has a £3m+ turnover delivering a range of
products and services from hosting weddings in Sheffield to
premium Pictorial Meadow turf in Holland.

The Green Estate Strategy on a Page
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We believe that there is an urgent need to grow our urban communities and places to become more green and resilient so that people and nature can thrive in an ever
more uncertain social, economic and environmental climate. We work in partnership with an ecosystem of communities and enterprises who care about people and
nature. With more than 21years experience we have become a demonstrator for place-based urban resilience

Our Mission:
Together we grow green and resilient urban places for people and nature to thrive

*We are innovative and impactful * We act with integrity * We care for our local roots * We are collaborative for common global good

Our 2030 Goal is to become a national urban resilience demonstrator
We will achieve this through demonstration radiating from the grassroots outwards by:
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The Team

Our team are dedicated and competent with a diverse set of skills, thinking and backgrounds.
Our workplace is one of the most beautiful sites in Sheffield. People join our team because they
want to become part of The Green Estate community and make a positive impact on the world.

Our Values:

We are innovative and impactful.

We act with integrity.

We care for our local roots.

We are collaborative for common global good.

Our teams include:

Enterprising Communities

Finance

Green and Resilient Communities

Hospitality and Food

Nature Based Solutions including Pictorial Meadows and Green Estate Soils
People and Operations including HR, Fleet & Facilities and Customer Success

Urban Resilience Visitor Centre
Urban Resilience Learning Communities




The Job:

JOB TITLE: Learning and Visitor Assistant
(variable hours contract, 1 year fixed term with potential to
be permanent)

RESPONSIBLE TO: Visitor Coordinator or Learning Coordinator (depending on
the type of delivery you are supporting

RESPONSIBLE FOR: Onsite delivery

OVERALL PURPOSE OF JOB:

The Green Estate is a community interest company whose purpose is to grow green and
resilient urban places for people and nature to thrive. We are one of the first 15 organisations
who the King selected for the prestigious King's Award for Enterprise in Sustainable
Development. Our 2030 goal is to become a national urban resilience demonstrator.

This is an exciting opportunity to join our friendly team at The Green Estate to help all our visitors
and school parties make marvellous memories at Sheffield Manor Lodge, and support day
bookings across our other buildings. You will make our visitors' day special by leading and
assisting in the delivery of a variety of school sessions, public openings on selected Sundays
and school holidays, and Monday night talks. You will also support the delivery of weekday
venue hire bookings in Manor Oaks House, Studio 3 and the Discovery Centre which will include
setting out the room, handling refreshments and resetting the room for the next booking.

This varied role will include sharing the rich Tudor heritage of the site, inspiring primary age
children as they learn about the stone age and supporting The Green Estate in its goal to
become an Urban Resilience demonstrator. As the first point of contact you'll provide a warm
welcome to new and current visitors. You will also raise awareness of our fundraising
programmes and how a donation can support the upkeep of our historic site.

We require someone with previous experience of working with children and young people in a
similar setting. In return, we can offer you a friendly and supportive working environment within



a unigue, ambitious and friendly social enterprise and community. Our headquarters are set in
42 hectares of beautiful heritage landscape in Sheffield and we work across the UK and EU.
This is exciting and varied role which will enable the individual to gain a range of experience and
skills.



MAIN RESPONSIBILITIES

Work closely with the Learning Coordinator to deliver our Tudor and Stone Age school
visits for children aged EYFS-KS4

Deliver informal education activities including uniformed groups, birthday parties, open
day and events.

Deliver day venue hire (e.g. corporate events) at Manor Oaks House and Studio 3
including room set up, refreshments and event set down.

Work on the welcome desk at the Sheffield Manor Lodge Discovery Centre including,
checking visitors in, till operations and serving of light refreshments.

Liaise with teachers, the general public and education volunteers as required.

To provide supervision for on-the-day volunteers.

To assist the Visitor Coordinator in the running of public opening days according to
relevant event plans including craft activities.

To be a key holder and ensure that premises are opened, secure, prepared and ready,
appropriate to use on the day following daily check sheets.

To be a named first aider (training provided).

To ensure all public opening/event activity runs according to appropriate Green Estate
CIC protocols and risk assessments.

To act as a responsible point of contact for dealing with any issues, accidents and
emergencies and reporting these through the Atlas system (training provided).

At the end of public opening/school session/events, to ensure that materials and set up
are tided away for the next premises user and that the premises are made secure
according to the Green Estate CIC's protocols following a ‘don't walk past’ attitude

To maintain appropriate on-the-day monitoring of visitor numbers and feedback

Work closely with the Visitor Coordinator to ensure delivery of an excellent and
consistent standard of visitor experience, standards, presentation and health and
safety providing constructive feedback for the continuous improvement of the offer at
Sheffield Manor Lodge.

To undertake any training as necessary in order to deliver this role effectively

To ensure all work is undertaken in accordance with company policies and procedures.
To help promote the wider mission of the Green Estate CIC

Undertake any other duties, as required by your Line Manager, commensurate with the
level of the post and the aims of The Green Estate CIC



PERSON SPECIFICATION

ESSENTIAL

e Friendly, approachable and welcoming

¢ Confident in speaking to visitors and school parties

¢ Previous experience of supporting children and young people
e Able to work as part of a team

e Experience of providing excellent customer service

¢ Flexible approach to work

¢ Adaptability in communication styles for different audiences

¢ Ability to meet the physical demands of delivery

e Accurate time keeping and being organised through a diary

e Must be aged 18+ for insurance purposes.

o Committed to creating inclusive spaces where all backgrounds are welcome

DESIRABLE

e Cash handling and till experience

e Experience of working in a visitor attraction

¢ Knowledge of health and safety procedures

e Experience of providing excellent visitor/education experiences
e Passionate about heritage and nature stories

VALUES AND BEHAVIOURS
Al staff, regardless of their role, are expected to contribute to making Green Estate a truly great
place to work by adhering to our values and helping to fulfil our vision, mission, and purpose.



JOB SPECIFICATION
SALARY: £12.60 per hour based on the full time equivalent of £24,570 per annum

PENSION: We offer entry to the company’s stakeholder pension scheme in line with auto
enrolment

WORKING HOURS: Variable hours working as and when required, to be mutually agreed. There
is an expectation that you will have availability to work during the first half of the week (Monday-
Wednesday) during Sheffield school term time and the first Sunday of every month during our
spring/summer season (April-September) for events, We aim to book staff in as far in advance
as possible once a school, open day, event or hire is confirmed.

LOCATION: Sheffield Manor Lodge Discovery Centre, Manor Lane, Sheffield, S2

PROBATIONARY PERIOD: All new employees are required to undertake a period of probation
for 6 months, in which they are expected to establish their suitability for the post

ANNUAL LEAVE: 31 days per annum pro rata (this includes all bank holidays)
DBS DISCLOSURE: Enhanced DBS check.

EQUAL OPPORTUNITIES: The Green Estate CIC is an equal opportunities employer and
selection of applicants is based on merit. Our company policy document is available on demand.

ADDITIONAL BENEFITS IN WORKING FOR THE GREEN ESTATE CIC

The Green Estate CIC provides a beautiful location, free car parking, life assurance policy,
company sick pay and annual social events.
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The Green Estate Community Interest Company
Company number 04801730

Address: Manor Oaks Farm House, 389 Manor Lane, Sheffield, S21UL

Tel: 0114 2762828

Email: info@greenestate.org

Websites: www.greenestate.org www.pictorialmeadows.co.uk

Social Media: Twitter Instagram  Linkedin
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