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JOB DESCRIPTION
Job Title:

Visitor Assistant (part-time, seasonal)
Responsible to:
Box Office Manager
Hours of Work:
Assorted weekly shifts on a 4-week rolling pattern: 
                                 Monday-Saturday 09:30-5, Sunday 12-4. Your shifts will depend on what working pattern is available. This will be discussed in the interview.
Weekend availability is essential, as is flexibility to cover holidays and sickness. We also require evening work from time to time to support Cathedral events.
Rate of Pay:              Real living wage £12.00 over 18s.

Duration of 
Contract:                  Start: late May-early June. Finish: end of October.  
The job description is intended as a working document giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop and working practices change in order to meet the demands of Salisbury Cathedral, new legislation, and the demands of Chapter.  It is expected that the post holder will contribute to and assist with the future development.
Overview:

This role incorporates welcoming visitors to the Cathedral at the Cloister door main entrance, and into the Chapter House & Magna Carta exhibition and the South Transept Door. As a member of the team, you will set the tone for an exceptional visitor experience by offering a warm welcome to both individual visitors and travel trade groups on arrival.

Wherever a visitor starts their journey in the Cathedral, they must be met with a world class welcome from capable and knowledgeable staff. You will be expected to work with other members of the Welcome Desk and Box Office team to greet our visitors in an efficient, professional manner whilst highlighting, explaining, and promoting concerts and events, tours, our guidebooks and our shop and cafés. You will also be expected to work more independently at the Chapter House and Cloister door. 
Main Duties of the Welcomer
· Check, scan pre-booked tickets, and welcome visitors.
· Be friendly and approachable, handle stressful situations calmly and maintain a positive attitude.
· Ensure visitor experience is a top priority.
· Manage different visitor groups appropriately to deliver a positive experience of the Cathedral and ensure visitors are routed correctly.
· Queue manage to reduce congestion and blockages. 

· Work closely with the Welcome Desk to ensure a smooth and efficient transition on entry to the Cathedral and Chapter House & Magna Carta exhibition.

· Upsell the products we offer: Cathedral entry tickets, special tours, concerts and events, our Shop and Refectory. 
· Give directions to visitors, helping them to get the most from their visit by advising them of the visiting options, visitor routes and facilities available. 

· Work closely with the Box Office Manager, Visitors Team, and other colleagues to identify problems or improvements to enhance the quality and efficiency of the welcome offered at the Cathedral.
Dress Code:  Smart casual. Appropriate for standing outside. 
Person Specification 
	Essential 
	Desirable 

	· Confident, articulate, and polite, with well-developed communication skills.
· A good knowledge of how to operate a computer, with experience of using IT systems and Microsoft office.

· Experience of working with and handling money.

· A passion for excellent customer service, in person and on the telephone. 
· Flexible, and able to think quickly and adapt to different situations.
· Capable of maintaining a positive attitude in challenging situations
· Ability to work well with others and independently.
· Ability to use own initiative with a responsible, friendly, and ‘can-do’ attitude.
· Comfortable in a faith-based organisation and be sympathetic to its Christian values. 

	· Knowledge of the Heritage sector.
· Knowledge of the Travel and Tourism sector.
· Previous experience in a customer facing role.
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