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Job title: Visitor Centre Assistant  
Directorate/Service/Team: Place, Country Parks, Durlston

Organisation Structure:   
Reporting to: Senior Ranger
Responsibility for: NA

Context of Work 
This context statement, is an important addition to the Job description (as this job is based at Durlston Visitor Centre not a Tourist information Centre).  The job is casual position.
  
This role is based at Durlston Country Park National Nature Reserve in Dorset. Durlston is a thriving Country Park, which attracts over ¼million visitors each year. There is something for everyone, with fantastic cliff views, peaceful walks through meadows, downland and woodland (where you’ll find our activity play area). Durlston Castle is home to our Visitor Centre, Café, Exhibitions, Gallery and the Duty Ranger.  The Park is home to some wonderful wildlife including 500+ wildflowers, 34 species of butterfly and over 250+ birds. The park runs a busy engagement program, with many events, exhibition gallery and visiting school groups.

As Visitor Centre Assistant, you will be assisting with the day to day running of Durlston Castle Visitor Centre. This will involve providing a high standard of welcome to our visitors, assisting them with any queries, providing information and assisting the Volunteers.   You will also be working in the shop, restocking, selling and using the till.   This will also involve end of day banking and cash handling.

You will also be answering phones and general email enquiries. As well as operating computer based information systems.
This is a Casual position, hours to be agreed

KEY ROLES AND RESPONSIBILITIES
1. Deliver high quality visitor services
2. Assist visitor engagement initiatives 
3. Carry out general duties and administration
KEY TASKS
1. Deliver high quality visitor services​
a. Provide visitor services in the Visitor Centre to promote enjoyment of the Park and provide information
b. Provide support to the Gift Shop, Exhibition Gallery and with activities
c. Respond to visitors needs and enquiries as required
d. Be familiar with and use all relevant ICT systems (booking, financial, car park control)
e. General administration, emails, phone calls as associated with a busy Country Park
f. Carry out all activities in line with recommendations and risk assessments
g. Be aware of the Health and Safety of yourself, colleagues, groups and the public in all areas of your work
h. To be available to assist with any major incident, event or emergency that may arise
Other
1. This is a Casual position to assist in the day to day running of the Visitor Centre.
2. The Visitor Centre is open from 10am – 5pm summer (and 4pm in winter).
3. Any other duties deemed reasonable for the post.
Travel Requirement 
NA

Other information   
A flexible approach will be required due to the varied nature of the role, with no two days at the park the same. The ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
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