
Job Description and Person Specification 

Residential General Assistant (x2 positions vacant) 

Date:   Wednesday, 12 May 2021 

Job Title:   General Assistant 

Responsible to: Housekeeper / Assistant Manager 

Purpose of Job:  

We are looking to appoint two residential ‘live in’ General Assistants to become part of our 
residential Christian community at Nicholaston House. Our community is small and the team have 
felt called by God to come and join us. All residential community members, regardless of their area 
of responsibility, are committed Christians and have some sense of calling to community and 
involve themselves in all aspects of the work of Nicholaston House. The residential House team are 
supported by a small number of external staff and volunteers, many of whom are committed 
Christians. 

The vision of Nicholaston House is to create an atmosphere of love and prayer where people can 
find acceptance, peace, hope and healing through a Christian residential house. Nicholaston House  
also facilitates Christian groups for conferences and away days. The primary focus, however, is as a 
centre for healing and restoration channelled through the various courses and retreats. In the words 
of a recent guest – it is a place of blessing, safety and sanctuary. All members of the team have a 
duty to assist with the fulfilment of the vision, focus and values. 

We believe in God the Father, Son and Holy Spirit and that we are made in God’s image called to do 
good works. As a residential community team we commit to worship together on a daily basis, 
attend a local church on a regular basis, support one another through kindness, welcome visitors as 
Jesus would and take an active role in leading chapel times and other corporate worship times 
together as a team, with and without guests. From time to time, members of the residential 
community team may be called to pray for each other and/or guests visiting the House. Due to the 
nature of the residential community role, this post requires that the post-holder to be a professing 
and practicing the Christian faith. 



The residential community team at Nicholaston House are considered to be an ‘intentional 
community’ as members of the team have chosen to become part of the community, receiving 
renumeration lower than those in the commercial sector. As such, community members receive an 
allowance that falls outside of the National Minimum Wage Regulations. The role is based on a 40 
hour week and complies with Working Time Regulations. Shift patterns can vary and include early 
mornings to assist with preparing/serving breakfast and also late evenings to cover evening meal 
times/lock up. As a Christian Retreat and Conference Centre, the House is often in use 7 days a 
week. 

Applicants will need to be able to undertake a number of physical tasks, including servicing and 
cleaning bedrooms, general cleaning, wash up and serving meals. 
Key Conditions of Employment: 

• Residential ‘live-in’ General Assistant - part of the Nicholaston House Community. 

• The role requires the successful applicant to reside at Nicholaston House, Christian Retreat and 
Conference Centre, Penmaen, Gower, Swansea, SA3 2HL 

• 40 hours per week. 

• Accommodation and meals provided. 

• Ongoing training and support. 

• The allowance receivable for this ‘live in’ role is £6,240/annum. 

• Pro rata leave is 28 days per annum, including public holidays. 

• The probationary period is 6 months. 

• The successful candidate will be able to work within the Christian ethos of Swansea City Mission 
and Educational Trust. 

• Applications accepted from those with a right to work in the UK (sorry, we are unable to provide 
sponsorship of any kind). 



Main Duties: 
•To provide for guests and customers so that their needs are met in terms of comfort and care; 

•Clean and service the House following procedures which are set down; 

•Clean and service the bedrooms; 

•Cleaning and preparing all areas of the House to a high standard; 

•Washing, drying and ironing; 

•Cooking, as able, (e.g. breakfast) at times of need; 

•Laying tables; 

•General waiting work within the House, the service and cleaning of dishes; 

•Washing of utensils, crockery, cutlery, resulting from the service of meals; 

•Preparing and serving teas and coffees; 

•Hospitality to the guests and visitors as directed; 

•To act as Shift Officer when required, including acting as night Shift Officer (sleeping/on-call basis) 
on a rota basis and providing weekend House cover as and when the need arises and on a rota basis 
*residential general assistant staff only*; 

•Decorating and odd jobs as necessary and able; 

•To work as a member of the team and attend staff meetings; 

•To engage in a flexible pattern of working and to undertake other duties as directed by 
Management; 

•To actively participate within the residential ‘live in’ community team; 

•As a member of the Nicholaston House residential ‘live in’ community, live within the principles of 
the Christian community; 

•To work as a member of the team, supporting the charitable aims and objectives of the 
organisation and work within the ethos of Swansea City Mission and Educational Trust 
(i.e.Nicholaston House); 



Person Specification: 

Specification Essential Desirable

Education and Qualifications

Good general secondary 

*Or equivalent qualifications or 
demonstrable experience.

✓

Skills

Good verbal and written English 
communication skills

✓

Well organised, with the ability 
to multi-task and manage own 
workload

✓

Work Experience

Relevant experience of working 
within a customer-facing 
hospitality role

✓

Experience of undertaking 
general assistant type duties 
within a residential setting

✓

Relevant experience of working 
within a Christian charitable 
organisation

✓

Personal Characteristics

Professional and mature 
attitude - adopts a constructive 
solutions-based approach to 
situations

✓

Friendly and approachable - 
maintains a positive customer-
focused attitude at all times

✓

A positive team player - 
demonstrates a 'can do' 
attitude

✓

Flexible and adaptable - 
responsive to changing 
demands with the ability to 
cope under pressure

✓

Creative and innovative - seeks 
ways to improve systems and 
activities

✓

Proactive - able to work on own 
initiative with limited 
management support

✓



Recruitment and Selection Process: 
Candidates will be assessed initially by application form. C.V’s on their own will not be accepted by 
may be submitted to accompany application forms.  

Applicants are advised to read the job description and person specification before completing the 
application form. Applicants are encouraged to learn about Swansea City Mission and Educational 
Trust (Nicholaston House) - details are available on the website: www.nicholastonhouse.org  

Subject to meeting the requirements outlined in the job description and person specification, 
candidates will be invited to a Zoom interview. There may also be an opportunity to visit Nicholaston 
House to experience the community ‘live in’ role for an assessment/interview. The recruitment 
process is two-way and we want potential applicants to feel a sense of calling to the role. To 
achieve this we believe giving potential applicants the opportunity to see for themselves the work 
of Nicholaston House and for them to demonstrate their practical abilities and aptitude for the role. 

The closing date: Open-ended. We reserve the right to close the position at any time. 
There is a 6 month probationary period attached to this role. 
Applications accepted from those with a right to work in the UK (sorry, we are unable to provide 
sponsorship of any kind). 
T o r e q u e s t f u r t h e r i n f o r m a t i o n o r a n a p p l i c a t i o n p a c k , p l e a s e e m a i l : 
contactus@nicholastonhouse.org

Demonstrates personal 
leadership - sets and maintains 
high standards, promoting a 
positive work ethic

✓

Ability to maintain a high level 
of confidentiality and discretion 
at all times

✓

Committed to continuous 
professional development - 
seeks ways to improve own 
learning and professional 
development

✓

Other

Current First Aid at Work 
Qualification

✓

Current Level 2 Food Hygiene 
Certificate

✓

Health and Safety Training ✓

ICT literate and able to use 
computer for basic tasks, such 
as web browsing and email etc.

✓

Musical ability (e.g. able to lead 
worship times through the 
medium of piano/guitar)

✓

http://www.nicholastonhouse.org
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