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Assistant to the Chippenham Shed Manager
Position Overview 
The Assistant to the Shed Manager provides operational, administrative, and supervisory support to ensure the smooth daily running of the Chippenham Shed. This role focuses on maintaining a safe, welcoming environment for members and ensuring that tools, materials, and facilities are managed efficiently.
Key Responsibilities
Operational Support
Assist in the opening and closing of the facility, ensuring all security protocols are followed.
Reporting faults and coordinating basic maintenance or repairs with the Shed Equipment Maintenance Lead.
Manage inventory levels of consumables and materials, alerting the Shed Manager when      supplies need restocking.
Ensure the site remains clean, tidy, and organized, overseeing the general housekeeping of the workshop and storage areas.
Visitor Coordination
Act as a primary point of contact for members, answering queries and providing guidance on visitor access to the shed.
Assist in the induction of new members, ensuring they understand health and safety           protocols and tool usage.
Coordinate with Shed Leads the scheduling of shared equipment or specific workshop zones to prevent congestion.
Health, Safety, and Compliance
Conduct regular safety walk-throughs to identify and mitigate potential hazards.
Ensure all members are using Personal Protective Equipment (PPE) correctly.
Support the ShedManager in maintaining the first aid kit and ensuring emergency exits remain clear.
Cover for the Woodstore Lead
Provide cover for the Woodstore Lead when they are unavailable.
Requirements
Practical experience with hand and power tools.
Strong communication skills and a friendly, community-oriented approach.
Ability to work independently and take initiative without constant supervision.
A commitment to health and safety standards in a workshop environment.
Reliability and punctuality regarding scheduled shed hours.

Reporting Line
This position reports directly to the Shed Manager.
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