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Job Description

Job Title: - 



Entrance Team Member (Seasonal)

Grade: - 



Man 1/2

Job Location:
Entrance Building and Car Park, 

Responsible To: - 


Entrance Team Supervisors
Overall Purpose of Job:-

To be part of a team responsible for delivering a professional, friendly and profitable customer service experience for Beamish visitors, working in the admissions and retail areas of the Museum.

Principal Responsibilities:-

To welcome visitors to the Museum at the admissions area and car park as required, managing enquiries and gift aid forms, actively selling the Beamish Unlimited ticket and guide books, handling entrance ticket money, managing queues and issuing tickets, working in the Coffee Shop serving visitors and ensuring the area is to a high standard of housekeeping and hygiene standards.  Giving the highest possible customer service at all times to ensure all visitors receive a warm welcome.

To work in the Gift Shop and other retail outlets, maximising sales and providing a high quality of customer care. Duties in the shop will include replenishing stock, processing transactions, assisting with customer queries, and maintaining a safe and clean working and shopping environment.

Duties and Responsibilities:-

1. To understand the purpose of the Museum and deliver a consistently high standard of customer care to all our visitors, acting as a well presented, professional and friendly ambassador for the Museum at all times.

2. To operate the admission and retail tills quickly and efficiently to minimise queues, and to ensure that all laid-down cash handling procedures are adhered to.  

3. To actively sell and maximise sales of the guide books to the Museum, in both shops and the admission desk, ensuring all our visitors are made aware of the value of a guide book and how they help people enjoy their experience of Beamish.
4. To actively sell the Beamish Unlimited ticket and maximise income from Gift Aid.
5. To help manage queues in the entrance building and car park area, directing visitors and traffic as required.  Ensure the visitor is given a warm welcome at all times.
6. Report any till errors or discrepancies made to your supervisor as soon as possible.
7. To work as part of a customer service team, and to play a part in maintaining a friendly and harmonious working environment for all colleagues.

8. To be proactive in ensuring that the car park, admissions area, gift shop, Coffee Shop and other retail spaces are kept safe, clean, tidy and well merchandised, with any potentially hazardous problems reported to your supervisor.

9. To understand and effectively operate the Beamish Unlimited ticket scheme, including the completion of gift aid and/or membership forms by customers and the provision of ticket price/admission information.

10. To ensure the correct pricing of stock in the gift shops, and to ensure that any identified pricing errors are both rectified and reported to your supervisor.

11. To assist in stock takes, and to ensure accurate counting of products in both shop and stockroom locations.

12. To be vigilant at all times in case of theft from Museum property or from visitors.  Report all suspicious behaviour to supervisors.
General Duties:-

13. To provide assistance to other departments as necessary to ensure the smooth running of the Museum operation.

14. To be prepared to occasionally work outside normal working hours to assist with special events or other Museum initiatives.

15. To carry out all duties in accordance with the Museum's Equal Opportunities and Health and Safety policies, including all relevant legislation.

16. To ensure compliance with all standing orders, financial regulations, audit and management procedure.

17. To undertake such duties as are required from time to time as are commensurate with the grade of the post.
This post is subject to the Scheme and Conditions of Service of the National Joint Council for Local Authority Services.

Name of Author: - Richard Evans, Director

Date: - January 2012
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Person Specification

Entrance Team Member (Seasonal)

	Factor
	Essential
	Means of Assessment

	1.  Skills & Attributes
	· Welcoming and approachable– first class customer care skills

· Well presented

· Industrious

· Good organisational skills

· Understanding of and commitment to the purpose of Beamish Museum

· Excellent communication skills and able to sell to the public

· Basic computer skills
	Application Form.

Interview.

	2.  Education & Qualifications.
	· Customer service/retail/catering training NVQ or equivalent.


	Application Form.

Interview.

	3.  Experience
	· Working directly with the public in a front of house role

· Customer service experience 

· Retail experience would be an advantage, but is not essential.

· Basic knowledge of till operations.

· Experience of working within a catering environment
	Application Form

Interview.

	4.  Other
	· Comfortable dealing with the public

· Capable of working under pressure.

· Ability to meet the working hours required of the post.


	Interview.


Note to applicants: - Please try to show in your application how you specifically meet these requirements.
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