Job Description: Visitor Services Gallery Assistant – Full time and 3 or 4 days available.
Fixed Term until September with varying start dates from early March 2010
Visitor Services Gallery Assistants work in the public Galleries. Their role is to ensure that the Galleries are attended at all times and to offer our visitors the highest standards of customer service during their visit. Gallery Assistants also provide a security presence in the Galleries and ensure that the Health and Safety Policy is adhered to.

Part of your induction process will include an NVQ level 2 - Heritage Care and Visitor Services qualification.

Reports to: Visitor Services Galleries Manager

Essential skills and experience:
· Evidence of having provided a high standard of visitor service experience throughout previous employment.

· Provide security to the collections at all times.
· Assist in the evacuation of the Museum, during an emergency and ensure the safety of the visitors and others.

· Complete daily Gallery checks and report faults and defects.

· To comply with the Museum Health and Safety policy.

· Assist with the visitor flow, especially when large groups are visiting the Galleries.

· Ability to remain calm and confident in emergency situations.

· Operate tills, receiving cash, cheques, chip & pin and credit cards – following security and cash handling procedures.

· Actively sell guidebooks, membership, planetarium shows and any special events that are running in the museum.

· Possess excellent communication and interpersonal skills.
· Be enthusiastic, confident and be able to use own initiative.
· You will be required to stand for periods of up to 2 hours at a time, which would include occasionally working outdoors and occasional light manual handling.
· Gain a basic knowledge of the Museum’s Collections and be able to impart that knowledge to visitors.
· Enjoy and have experience of working confidently with the general public and children / young persons.

· To assist with school groups and families visiting the museum.

· Have a flexible approach to working in team situations.

· Be an excellent timekeeper.

· Have an understanding of the different needs of our visitors.
· Any other duties, which may be directed by the line manager.

· Additional Opportunities:

· Information Desk (weekends primarily).

· Added competency opportunities

Please turn over

Term and conditions:

Salary: £12,360 - £16,500 per annum inclusive plus benefits. Starting salary according to skills and experience.
Your core hours of work will be 38.75 hours per week, working five days out of seven on a flexible working pattern.  You will be required to work 2 weekends in 3 as part of this rosta pattern Your normal hours of work are 9.30am to 5.15pm and over the peak summer period you may be asked to work until 7pm on occasions. Additional evening hours worked during the peak period will be paid as overtime. As well as the National Maritime Museum, you will work at the Royal Observatory and the Queens House.
In addition to full time, positions are also available working 3 or 4 days per week, this will include weekends and Bank Holidays (those on 3 or 4 day contracts will work a proportionate amount of weekends and bank holidays as those on a full time contract). 
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