
 

Job Description – Events Host  

Role:    Events Host 

Location:  Based at The Melting Pot venues, Central Edinburgh 
Salary:   £8.75 per hour 

Accountable to:  Head of Collaboration 
Contract hours: Flexible, ordinarily 10 - 15 per week, up to 25+ in busy periods 

Contract length: Permanent 
Closing date:  Midnight Sunday 18 March 2018 

JOB PURPOSE: 

To assist the Operations Team in delivering quality events and general hosting services as 

we expand our public events hire into a secondary Edinburgh venue. 

As part of a small staff team you will primarily be responsible for hosting of our public 

events, both at our Rose st venue (mainly evenings and weekends), and at soon-to-be-

opened second venue on Tuesdays – Thursdays, 8.30 – 17.30 (dependent on bookings and 

rota). There is flexibility in the role for the days/times and number of shifts but we wo uld 

require the successful candidate to be able to commit to 2 weekday and at least 1 evening 

or weekend shift per week.  

Hosting duties cover both the servicing of public events held in our various venues,  general 

administrative work and the hosting of our coworking space and community at Rose st.  

As a small team with little capacity for continual recruitment we will be looking for 

candidates who are able to commit long-term to the position, with the possibility of 

growth in the role as we continue to expand our business. 

MAIN DUTIES & RESPONSIBILITIES:  

1. Hosting events, including: 

a. Setting up the room as requested by the client – this requires being able to 

move items of furniture unassisted 

b. Liaising with the client / facilitator on the day to ensure all requirements are 

met 

c. Servicing the event; providing catering as ordered and on time, regularly 

clearing the room, ensuring fresh water is always available and assisting 

with any queries 
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d. Adhering to the highest standards of health and safety and food hygien e 

and following The Melting Pot’s procedures in these areas 

e. Responding to any additional support / service requests on the day and 

ensuring these are noted on the booking form for invoicing purposes  

f. Re-setting the room after the event, cleaning, dishwashing, recycling and 

setting up for the next event as directed 

g. Reporting on event including any issues, customer feedback etc and taking 

action where appropriate 

 

2. Administrating our events bookings system, including: 

a. Handling and responding to enquiries (phone and online) for all The Melting 

Pot venues 

b. Managing our booking system, updating event details as and when required  

c. Providing client quotes for events  

d. Chasing clients for further event information  

e. Undertaking marketing and sales activities for all venues and services 

 

3. Hosting reception, including: 

a. Welcoming customers and visitors 

b. Monitoring all Member and guest check-ins & outs  

c. Answering telephone enquiries 

d. Maintaining access for Members to resources (printers, phones, computers 

etc) 

e. Engaging with Members to foster the community 

 

4. Ensure that all areas of The Melting Pot venue are kept clean, tidy and visually 

attractive and welcoming at all times. 

 

5. Opening and closing (securing and alarming) The Melting Pot venues  

 

6. Undertake any other duties which may reasonably be required 

BACKGROUND:  

The Melting Pot is Scotland's Centre for Social Innovation. We're an established, growing 

and well regarded social enterprise and charity located right in Edinburgh's city centre. We 

provide a range of dynamic resources for social change makers and entrepreneurial 

leaders.  Since opening our centre in 2007, we’ve established a solid business based on 

hospitality, pioneered coworking and business incubation methodologies, and developed 

significant social impact.  
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This is a new role within an expanding team structure that will enable us to operate our 

venue hire service from a second Edinburgh location 3 days a week.  The Melting Pot 

operates in the niche business industry of quality coworking and social innovation.  

Our vision: A society which has a vibrant, creative, resilient and effective social innovation 

community 

Our mission: Is to stimulate and support social innovation  

Our values in action: Respectful, practical, inspiring, transformational, connecting  

Our standards of action: User-friendly, welcoming, clean and tidy, clear, efficient, 

responsive 

Summary of our business strategy 2016-19: 

1. Deliver best practice in coworking for collaboration and social innovation 

2. Incubate good ideas for social impact to multiply our impact through the Good 

Ideas programme 

3. Accelerate the growth of resilient, enterprising communities internationally 

through the Coworking Accelerator Network 

 

For any enquiries, contact Head of Collaboration – Sam Hulls, Tel: 0131 243 2626,        

Email: sam@themeltingpotedinburgh.org.uk  

mailto:sam@themeltingpotedinburgh.org.uk
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PERSON SPECIFICATION:  

QUALIFICATIONS - ESSENTIAL 

Educated to high school and/or college 

level 

QUALIFICATIONS - DESIRABLE 

Any degree or higher education in Events 

Management, Hospitality or Administration 

First Aid certificate 

Food Hygiene certificate 

European Computer Driving Licence – or 

equivalent 

EXPERIENCE - ESSENTIAL 

Hospitality experience in a front of house 

/ service role 

Experience of administration / reception 

activities 

Good IT skills and experience of using 

common software packages, including 

MS Word Office Suite 

EXPERIENCE - DESIRABLE 

Using software program Nexudus or other 

event management software in a 

professional setting 

Experience setting up and operating basic 

AV equipment 

 

KNOWLEDGE AND SKILLS - ESSENTIAL 

The ability to work under pressure, juggle 

multiple priorities and solve problems 

Confidence in working alone and 

troubleshooting issues efficiently and 

effectively 

Excellent communication and inter-

personal skills 

Flexibility and reliability 

Ability to learn from instruction and 

practice in the use of computers, office 

equipment, administrative processes 

KNOWLEDGE AND SKILLS - DESIRABLE 

High-level skills in Microsoft Office Suite 

Knowledge of local Third Sector and Social 

Innovation, Coworking and Venue 

Hire/Events 
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APTITUDES AND PERSONAL QUALITIES 

You are reliable and conscientious, with a personable, professional manner, and a 

positive, can-do attitude. You have great hospitality and customer service skills, good 

attention to detail, excellent administration and communication skills with clear written 

and verbal English.  

You enjoy working in a stimulating, fast-paced and at times challenging environment as 

part of a small team, however you are comfortable working on your own (as the nature 

of the role is that you will most often be managing the space alone). You are versatile 

and good at thinking on your feet, an effective problem-solver and remain calm under 

pressure.  

You are self-driven in your work and can effectively manage your own workload and 

prioritise tasks well.  

You must be able to physically do room set-up and pack down for the venues, including 

moving furniture unassisted, and have ongoing flexibility to work regular weekday and 

weekend shifts as well as occasional evenings. 

You resonate with the mission, vision and values of The Melting Pot and want to bring 

this energy to work, every day. 

 

OTHER: 

 Over the age of 18 

 Eligible to work in the UK  

 Flexible on start times 

 

 


