	[image: image1.png]highlife

highland
na gaidhealtachd




	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:
            Seasonal Heritage Attendant (March – November)

SALARY: 
            £8.12 per hour

LOCATION:
            Ferrycroft Visitor Centre


RESPONSIBLE TO:
Leisure Manager (Tain and Golspie)

JOB PURPOSE:
To operate the Ferrycroft visitor centre, providing an excellent customer service through the provision of high quality visitor information.

KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. Welcome visitors and the local community to the centre and provide information on

current displays and local history.
2. Effectively promote the centre and the local area.
3. Undertake reception duties including telephone enquiries, cash handling and banking

            of income
4. Monitor the building and internal displays and report any defects as appropriate.

5. Assist in the provision of displays and activities within the centre an surrounding

area.

6. Distribute publicity and tourist materials and restock as appropriate.

7. Maintain and report an accurate record of visitor numbers.

8. Assist in the provision of catering facilities as required.

9. Ensure all activities are carried out safely. 

10. Undertake cleaning duties as required to ensure a high standard of cleanliness within

the centre

Other Duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
Date:
 04/02/16
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:
Seasonal Heritage Attendant



LOCATION:
Ferrycroft Visitor Centre


ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-
1. EXPERIENCE 
· Previous experience of working within a customer service environment

· Cash handing, banking of income
2. EDUCATION AND QUALIFICATIONS
· Good general standard of education
3. SKILLS/ATTRIBUTES GENERAL
· Effective communication skills

· Effective customer care skills

· Numerate and Literate

· Well motivated and good initiative

· General cleaning skills
4. SKILLS/ABILITIES SPECIFIC TO THE POST

· An interest and knowledge of the local area and history
· Ability to learn about the centres collections and local history of the area and pass information on to customers

