Powderham Castle Tour Guide (1 April – 2 November 2012)

JOB DESCRIPTION AND SUPPORTING INFORMATION

Reporting: Castle Tour Guides reports to the Head Guide. In the absence of the Head Guide, report to the General Manager or Estate Director.

Role Outline:

1. Play an active role in the welcoming, enjoyment and safekeeping of all visitors to the property, including children and less able people 

2. Deal effectively and courteously with all visitors, suppliers and team members.
3. Attend morning briefing sessions and staff training when deemed appropriate by the Head Guide/ General Manager.

4. Lead entertaining and interesting guided tours of the Castle rooms and gardens as required.

5. To assist with the security and the protection of the Castle and its contents by providing a watchful presence at all times.

6. Complete time sheets and any other paperwork as required by Head Guide.

7. Liaise regularly with other members of the guiding team and feed back any relevant information at daily meetings.

8. Proactively and positively resolve information provision and Castle problems/incidents in accordance with the Head Guide.

9. Carry out daily duties such as litter picking, light cleaning, and raising/lowering the flag, stocking of sanitary supplies, admissions and cashing up on a regular basis.

10. As part of a team to assist with any furniture moves, following/preceding any functions as required.

11. When appropriate organise and implement displays, activities, trails and quizzes for children and adults, especially within the Courtyard and Castle areas.

12. To proactively promote the souvenir guidebook, wedding facilities, and other aspects of the business when appropriate.

13.  All Guides have a duty to proactively support Castle’s retail and catering activity within the Castle environment. This may include providing staff cover for breaks and at peak times of day, assisting with displays, clearing tables, ice cream and drink sales etc

14. Occasionally situations may arise that require the post holder to perform other duties or tasks as may be reasonably requested by the General Manager 

Procedures 

1. The post holder will ensure that all fire and evacuation procedures are understood and able to be communicated to all visitors, at any time.

2. All Guides have a responsibility to report Health & Safety matters within the operational environment to Head Guide.  Following an accident/incident ensure that an accurate report is completed by you. 

Knowledge:
· Good basic education (literacy and numeracy)

· Understanding and willingness to learn about history, conservation and the Estate generally.

Skills:

· Willingness to learn and develop 

· Basic housekeeping and conservation methods

· First aid procedures (you may be asked to undertake training)

· Self-motivation and ability to work on own initiative

· Public speaking and confidence when dealing with people

· Understanding of visitors needs and wants

· Excellent communication skills, oral and written

· Team player

Additional Notes

To enjoy this job, you must like the company of other people, be confident addressing different groups and leading them, be totally committed to ensuring visitors have a great day out and not mind doing the little things that make a huge difference e.g. litter picking etc.

Powderham Castle is a family home and this must be respected at all times.

All Guides are expected to be smartly dressed at all times. For example dark coloured jacket/ skirt/ trousers with white/ light coloured shirt/ blouse. Dark shoes, not trainers or open toed sandals. Men should wear the Powderham tie. Name badges will be supplied and should be worn when on duty.

Smoking is not permitted in any of the buildings on the property.
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