Welcome Team Member and General Assistant (20 March – 2 November 2008)

JOB DESCRIPTION AND SUPPORTING INFORMATION 

Reporting to: Head Guide and in their absence General Manager

Outline of role:

1. To provide high quality service

· Be the first point of contact for all visitors to the Castle

· Meet and greet visitors in a friendly manner and with a smile

· Provide visitors with the information they need on arrival in order to get the most out of their visit, in an efficient manner.

· Assisting customers with queries in a professional, efficient, courteous and friendly manner, so that customer care standards are met and complaints kept to a minimum 

· Be proactive in seeking information on the Castle’s events, promotions and other relevant activities. 

2. Carry out the sales of tickets and souvenir brochures to all visitors

· Ensuring all tickets correctly priced 
· Checking all transactions; cash, cheque and credit card

· Following cash handling, cashing up and reconciliation procedures accurately as required

3. Ensure all aspects of security, fire and emergency are carried out, including:

· Security of stock such as Souvenir Brochures

· Security of cash

· Ensure that all daily procedures, are handled in accordance with Castle policies and procedures

4. All staff are expected to observe all health and safety at work regulations in accordance with statutory obligations, including:

· Reporting of accidents

· Reporting any unsafe practices or broken machinery/equipment to the supervisor, so that remedial action can be taken immediately

· Using all equipment as trained observing all safe practices, so that accidents are avoided

5. Other

· Participating in any staff training and meetings

· Ensure all visitor areas are clean and tidy and bins emptied 

· To undertake any other duties as may reasonably be requested 

Skills

Essential:

1. Good verbal communication skills

2. Good organiser

3. A team player

4. Ability to use own initiative

Experience

Essential:

1. Has worked as part of a team

2. Proven ability in carrying out instructions

3. Has experience in assisting the general public

4. Has cash handling experience

Additional Notes

To enjoy this job, you must like the company of other people, be totally committed to ensuring visitors have a good experience and have a nothing is too much trouble attitude. Also be just as happy working on your own.

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

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

Equal Opportunities
Powderham Castle is committed to equal opportunities and appoints on merit.  We welcome applicants from all sections of society regardless of gender, sexual orientation, race, disability, marital status, age and religion, perceived community background or political beliefs.

The purpose of this information is solely to provide prospective candidates with details relating to the post. It may not be construed as an offer of employment. All information provided in this document may be subject to amendment.
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