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Hostelling Infernational N. Ireland




Candidate Information Pack

Hostelling International Whitepark Bay Hostel – Deputy Manager
March 2025

1. Foreword from the Executive Council
I appreciate your interest in Hostelling International Northern Ireland (HINI) and our ‘Hostel Deputy Manager (Whitepark Bay)’ vacancy. The successful candidate will be committed, ambitious, and experienced and will support the work of the Hostel Manager and staff team in the day-to-day operations of the Hostel.

To do this effectively, we are looking to recruit a full-time Deputy Manager, with excellent skills ready to take their next step. 
The Deputy Manager will join the organisation at an exciting time as we work to modernise our business and enhance awareness of our brand in Northern Ireland and further afield. 
If this sounds like an exciting opportunity, and you have the experience and skills we need at our Whitepark Bay Hostel, we look forward to welcoming your application. 
Anne Cahill
Vice Chair of the Executive Council
2.  About Hostelling International Northern Ireland
History, Mission, and Values

Hostelling International Northern Ireland (HINI) is a not-for-profit organisation providing Hostel accommodation in Northern Ireland.
We are one of the founding members of Hostelling International, the largest Hostel organisation in the world, with approximately 2,650 youth hostels with 60 member associations, providing high-standard accommodation to suit world travellers. 
Membership of HINI is a passport to all hostels within the network and entitles individuals to thousands of benefits and discounted overnight stays. Our hostels comply with Hostelling International’s brand standards, assuring travellers get clean, safe, comfortable, and affordable accommodation with a friendly welcome.

As an organisation, HINI aims to give people of all ages from all over the world, especially those of limited means, the opportunity to experience, appreciate and gain a wider understanding of Northern Ireland, by providing affordable accommodation for them on their travels.
Organisation Structure
Our head office is located at 22 Donegall Road, Belfast, BT12 5JN which is where the Chief Executive is based. 

We operate two Hostels across Northern Ireland located in Belfast, and White Park Bay. Hostel Managers have day-to-day responsibility for the individual Hostels, reporting to our Chief Executive Officer.

3. Business Development Administrator (Belfast) – Job Description
	Job Title
	Deputy Manager (Whitepark Bay Hostel)

	Responsible To
	Hostel Manager

	Date of Role Profile
	March 2025


	Purpose of Role
	The Deputy Manager will support the work of the Hostel Manager, to manage the Hostel site and management, whilst growing the sales and overnight accommodation of the Hostel in the local area.  This is an exciting opportunity to be involved in an organisation that provides experiences and opportunities through hostelling activities and community engagement.  

	


	Main Accountabilities 

	The Deputy Manager will be responsible for the following tasks: 

	· To assist the Hostel Manager with all guest bookings, including group bookings, providing excellent customer service.

· To deputise for the Hostel Manager when required and assist the Hostel Manager in site management, including maintenance of health and safety regulations, risk assessment, safeguarding, fire safety and property maintenance.

· To ensure the management of staff teams/staff rotas, including ‘Hostel Assistants & House Keepers’ and temporary/casual staff members through line management, including the management of breaks under work time directives.

· To ensure Hostel cover of staff over 24-hour periods including weekends and management of staff rotas including the planning of staff members' annual leave.

· To assist the Manager in the management of HINI’s ‘Front Desk Master’ booking engine, including direct engagement with customers and group bookings. 

· To ensure a high level of cleanliness throughout the accommodation on a daily/weekly basis ensuring all bedrooms and bed linen are maintained and all rooms are cleaned in all guest areas, rooms and back of house.

· To ensure all laundry duties are carried out to a high standard including sorting, washing, drying, pressing and folding bed linen and other textile items including the removal of stains from items using appropriate materials and procedures following all safety and sanitation practices.

· To ensure the maintenance of laundry equipment and other duties of laundry equipment.

· To ensure the laundry inventory is updated on a daily/weekly basis and track any maintenance of equipment ensuring all equipment is always cleaned.

· To ensure the Hostel inventory is updated and reviewed yearly.

· To assist the Manager in financial budget management, cash flow analysis including financial forecasting and yearly projection of overnight targets. 

· To assist the Manager in opportunities for organisational growth and development including potential expansion and development within the Hostel accommodation and grounds within the property. 

· To participate in regular line management meetings, reporting to the Hostel Manager on organisational work plan including yearly targets against work streams and timelines.

· To assist the Manager in the engagement with local community and voluntary groups, businesses and stakeholders. 

· To assist the Manager in maintaining and identifying new marketing and business strategies including the use of social media platforms to maximise income revenue and expenditure management.  

· Perform any other reasonable duties and tasks associated with Hostel Manager including weekend shifts when necessary.

· To ensure branding guidelines are followed and implemented.

· Comply with all HINI policies, procedures, and guidelines.


	


Please note this job description is provided for illustrative purposes only.  The successful candidate will be required to carry out any other reasonable duties as required by the post and as directed by Management.
4. Person Specification

	Essential Criteria

	· Experience in Hospitality and Accommodation including excellent customer service skills
· Experience in managing staff, developing and maintaining staff rotas and using booking systems.
· Experience in housekeeping and back of house management.
· Experience in shift work including weekends and other associated hours for accommodation provision.

· Experience/knowledge of planning and scheduling within the hospitality sector or similar environment 

	Desirable Criteria

	· Experience in hospitality, tourism, and the accommodation sector or equivalent.
· Ability to manage teams with a high level of customer focus 
·  Strong focus on guest satisfaction 
· Excellent communication skills
·  Able to demonstrate managing and coaching of others to develop skills and performance 


Please note.
The Panel reserves the right to enhance the shortlisting criteria, as appropriate, in the event of a large volume of applications.
5. Application Process
Applicants are required to complete the application form provided and return it by no later than 4 pm on Wednesday 19th March 2025 and email it to office@hini.org.uk 
Applicants should ensure they have returned:

•
Completed Application Form
•
Completed Equal Opportunities Statement
If you have any questions about the role, please direct these via email to office@hini.org.uk
Please note it is up to the candidate to demonstrate clearly how they meet the criteria.  The shortlisting panel cannot make presumptions about information that is not listed directly or that is ambiguous.  
Applications received after the deadline unfortunately cannot be considered.  It is the candidate’s sole responsibility to ensure that applications are received by the closing date and time provided.
6. Recruitment Process
Should candidates meet shortlisting criteria they will be invited to participate in a selection and assessment process.

Candidates will be required to demonstrate during the selection and assessment process that they satisfy the core requirements of the post as set out in the job description and person specification.
The first stage of the selection process is envisaged to take place during the week commencing 24th March 2025 at a date and time to be confirmed.  Further details of the process will be provided to candidates invited to participate in this process.

If a candidate is invited to interview and is unavailable on the proposed date and time due to reasons beyond their control the panel may endeavour to accommodate an alternative arrangement subject to their availability, although this may not be possible and is not guaranteed unless an adjustment is required by the Disability Discrimination Act 1995.
10.
Terms and Conditions of Employment
1. Two-year fixed-term contract NJC Scale 5 point 13 £28,163 pro rata with possible extension of permanent contract subject to funding requirements.
2. Annual Leave entitlement based on pro rata basis plus 10 recognised statutory holidays.
3. Core contracted hours: 30 – 35 hours per week Monday to Sunday, including weekends and nighttime duties.
4. Location – The role is based at Whitepark Bay Hostel, 157 Whitepark Rd, Ballintoy, Ballycastle BT54 6NH.
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