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Job title: Visitor Services Assistant


[bookmark: _Hlk71881402]Note to applicant - You should pay particular attention to the essential criteria below and provide evidence of how you consider you meet them as part of your application. Failure to do so may mean that you will not be shortlisted. 

Each listed requirement will state how it will be assessed e.g. application form, interview, work-based test and certificate.


	Essential Criteria
	Method of Assessment

	Qualifications / 
Professional Registration/
Membership
	Level 2 Maths and English or equivalent e.g. GCSE Grade 4 (C) or above, O Level Grade C or above

	Application Form/Interview

	Experience

	Previous experience of working in a customer service role, preferably within a visitor attraction, museum or heritage environment

Experience of confidently promoting and upselling products, offers and experiences

	Application Form/Interview


	[bookmark: _Hlk92295067]Skills, Knowledge, Ability (including ability 
to develop knowledge,
skill or experience)

	Excellent customer service skills with ability to meet customer expectations and requests ensuring visitors have a quality and enjoyable experience

Demonstrates a genuine desire to work with and serve the public

Able to act with professionalism, confidence and resilience when dealing with difficult situations and understanding when to escalate to senior staff

	Application Form/Interview


	
	Ability to develop knowledge of the culture and heritage environment and awareness of wider economic regeneration agenda

	Application Form/Interview


	
	Fluency in English with ability to communicate effectively 

Capable of listening to others to understand information and requirements in order to respond appropriately and efficiently

	Application Form/Interview


	
	Good:
-Numeracy skills and a keen eye for detail
- IT skills with knowledge of Microsoft Office applications and the ability to develop knowledge of using retail, event management and ticketing software and other technologies.

	Application Form/Interview


	
	Able to:
-Work at height with appropriate training
-Move and lift moderate to heavy loads with appropriate manual handling training
-Use hand tools and carry out basic maintenance and painting tasks

	Application Form/Interview

	
	Ability to:
-Develop knowledge of good health & safety working practices including identifying and reporting hazards following standard operating procedures and risk assessment
-Assist and protect staff and visitors in an emergency situation, reporting any safeguarding concerns immediately 

	Application Form/Interview

	
	Able to:
-Prioritise and manage own workload and see tasks through to completion, accurately and on time.
-Work confidently using own initiative and with limited supervision

	Application Form/Interview

	
	Excellent team working skills and ability to work collaboratively with others

	Application Form/Interview

	Work Related Circumstances/
Values of the Council

	Commitment to Equal Opportunities.

	Application Form/Interview

	
	Compliance with health and safety rules, regulations, and legislation.

	Application Form/Interview

	
	Ability to comply with the Councils values of:
· We innovate.
· We enable.
· We respect. 

	Application Form/Interview

	
	Able to:
-Meet the travel requirements of the post including working from different venues
-Work outside normal working hours including evenings, weekends and bank holidays to meet the needs of the service

	Application Form/Interview

	
	Willingness and ability to learn and gain new skills with a commitment to personal development

	Application Form/Interview
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