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JOB DESCRIPTION

JOB TITLE:		General Assistant			
DEPARTMENT:		Cheddar		
	
REPORTS TO:		Operations, Retail & Catering Supervisors



BACKGROUND

Longleat is an innovative and pioneering organisation with a distinctive heritage. Our guests receive a unique, immersive and authentic experience when they visit whist we strive to protect and preserve our natural and built heritage.

We rely on talented people who are able to demonstrate exceptional technical skills and have personal characteristics to live up to the high standards of the brand.

Cheddar Gorge is a world-famous site is an area of outstanding natural beauty and is an international center for caving and rock climbing. As one of the UK’s most spectacular natural locations, it has seven separate attractions where visitors can step 500-million years back in time - as well as deep underground.

OVERALL PURPOSE OF THE ROLE

To ensure that guests have an enjoyable and safe time whilst visiting Cheddar Gorge and Caves. This is achieved though effective communication and team work. To be the first point of contact when guest arrive and correctly inform them of the activities on offer. At all times this role is key to ensuring that the site is clean and safe for guests, visitors and colleagues.

KEY DUTIES AND RESPONSIBILITIES

The work is varied with elements of routine and reactiveness. Where possible the requirements of the role are pre – determined however there is a requirement to be flexible to a changing environment.
The candidate would need to be willing to learn about the local geology, history, Flora and Fauna.
Be prepared to work throughout all of the 3 operational departments at Cheddar including operations, retail (Gift Shop), Food & Beverage (Café).

· To provide the highest standards of welcome to all guests and visitors.
· To ensure the highest standards of presentation and cleanliness throughout the premises.
· To have a good knowledge of Cheddar Gorge and Caves, its attractions and history.
· To provide guided tours and interpretation in the Caves and the Museum including fire lighting and flint knapping.
· Assisting with delivery of themed events throughout the year
· To maintain good communications and relations with colleagues, visitors and the general public.
· To provide at all times the highest standard of service to customers in a polite, courteous and helpful manner.
· To understand and have the ability deliver food service safety compliance to the requirements of the Longleat food corporate policy.
· To ensure service work areas are kept in a clean and hygienic condition in line with internal policy, including cleaning and clearing tables.
· To provide the highest standard of service of all food and beverage items
· To assist with the rotation of stock, reporting any short dated lines to the retail office.
· To operate the tills and be responsible for the security and accounting of all moneys handled during transactions in line with the cash handling procedure.
· To enhance revenue through up-selling and cross-selling, assisting customers with product selection.
· Be knowledgeable about all products sold, advising customers and answering queries
· Drive sales by ensuring the replenishment of stock.
· Represent the Company at all times by being smart in appearance and presentable whilst behaving in an appropriate manner in line with our cultural values.
· To undertake such training and attend relevant courses as and when required to ensure skills and competencies are kept to the highest standard at all times
· To maintain and ensure all work areas are kept in a neat and tidy manner.
· Work in a responsible and safe manner at all times adhering to Health & Safety, safe working practices and Company Policies and Procedures. 
· The above list of duties is not exclusive or exhaustive and the post holder will be required to undertake such tasks as may reasonably be expected within the scope of the role which could involve working at other locations within the business

	






PERSON SPECIFICATION
JOB TITLE:		General Assistant			
DEPARTMENT:		Cheddar		
	
REPORTS TO:		Operations, Retail & Catering Supervisors
	

OUR VALUES AND BEHAVIOURS
Our cultural values and behaviors are at the heart of how we run our business. We all share the same values no matter what the role or what part of the business we work in so when we recruit we place equal emphasis on technical ability and personal attributes to match our brand values.

We Engage and Inspire – We focus on engaging and inspiring our guests, delivering unique and lifelong memories. 

We Put People First – We value our people, encourage their development and regard their performance 

We act with Integrity – We work in a principled, open and conscientious manner.

We Continuously Improve – We embrace change and pursue excellence in everything we do. 

We Take Accountability – We are personally accountable for delivering on our commitments.

KNOWLEDGE, SKILLS AND QUALIFICATIONS REQUIRED

	KNOWLEDGE, SKILLS & EXPERIENCE

	Essential Criteria
	Desirable Criteria

	· Self-motivated with excellent customer service skills
· Experience of providing tours or sharing verbal information to groups of people 
· Experience of communicating with the general public.
· Excellent written and verbal communication skills
· Able to work outside in all weathers 
· Knowledge of pre – history, geology, Victorian history 
· Experience of till operation 
· Excellent interpersonal skills
· Ability to work on own initiative
	· First Aid at Work 


REMUNERATION PACKAGE SUMMARY 

JOB TITLE:		General Assistant			
DEPARTMENT:		Cheddar		
	
REPORTS TO:		Operations, Retail & Catering Supervisors


SALARY:			Up to £9.90 per hour

GRADE:				6
			
PAY FREQUENCY:		Monthly

HOURS OF WORK:	Minimum of 14 hours per week. Working 5 days out of 7 including weekends and bank holidays. Earliest start time 8am, latest finish time 8pm, varying in accordance with opening times.	Weekend, bank holiday and evenings required.						

NOTICE ENTITLEMENT:		1 month (3 month probationary period)

HOLIDAYS:	29 days per annum, including 8 public holidays 
	Rises to 31 days per annum (inc. public holidays) after 5 years’ service.	

PENSION:	Peoples Pension 

LIFE ASSURANCE:	4 times salary 

SICK PAY:	6 to 12 months service – 1 week full pay; 1 year to 5 years; – 4 weeks full pay; over 5 years; – 13 weeks full pay 

STAFF DISCOUNT:	Discounts off retail merchandise; food and beverage.
Complimentary tickets to Longleat and Cheddar Gorge (18 per annum)
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