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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:
Relief Visitor Services Assistant 
SALARY: 
 £8.75 per hour plus weekend enhancement where applicable
LOCATION:
Inverness Castle Viewpoint 
RESPONSIBLE TO:
          
Visitor Services & Digital Officer
JOB PURPOSE:
To provide a warm welcome to all visitors, along with information about the Viewpoint and Castle buildings.  To manage access and admissions/shop sales.  To ensure a safe, clean and friendly environment for visitors.
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. To provide excellent customer care to all visitors with an enthusiastic and customer focused attitude.

2. To provide a range of information, guidance and assistance to all Inverness Castle Viewpoint visitors.
3. To manage flow of designated numbers of visitors through main entrance and up to viewpoint.
4. To operate admission sales and account for monies received.
5. To operate the shop and account for monies received.
6. To work on a rota basis during the busy summer season, also covering holidays and absences.  This includes weekend and bank holiday working.
7. To ensure the Inverness Castle Viewpoint environment is cared for – buildings, artefacts, facilities and the sites are kept clean and tidy.
8. Opportunity to train as part of our Guiding Team, and deliver tours of Inverness Town House.
9. To ensure that all activities are carried out safely as per High Life Highland (HLH) standards.
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: 
February 2019
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:

Relief Visitor Services Assistant 
LOCATION:

Inverness Castle Viewpoint


ESSESTIAL 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 
•
Experience in a customer facing environment, ideally in a visitor focused   
            Industry
•
Retail and cash handling experience 
2. SKILLS/ATTRIBUTES GENERAL
· Excellent communication skills
· Ability to record information
· Ability and willingness to learn new skills
3. SKILLS/ABILITIES SPECIFIC TO THE POST
· Ability to learn about Inverness Castle and Inverness Museum & Art Gallery collections and pass on information to visitors

· Ability to work in a manner that ensures the safety of self and others
· Ability to work unsupervised in relevant work areas
· Ability to provide relief work on a required basis as per the rota system, including weekends and bank holidays

· Punctuality is crucial
· Willingness to be a key holder and operate alarm system
4. INTERPERSONAL AND SOCIAL SKILLS
· Ability to communicate enthusiastically with visitors
· Ability to work as an effective team member 
· Public speaking ability desirable
