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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Visitor Information Assistant
GRADE:


Band 3
RESPONSIBLE TO:
Visitor Information Supervisor
Overall Objectives of the Post:

To work within South Tyneside’s Visitor Information Centre/the Shop @ The Word, offering the highest possible standards of customer care, advice and information to residents of and visitors to the Borough.

Key Tasks of the Post:

1.
You will be responsible for taking payments and promoting a range of goods for sale within the Shop @ The Word.  You will:

· Take payments for the sale of goods, including souvenirs, books, paintings, postcards, maps etc.

· Help control our retail displays.

· Process bookings for event tickets, travel and accommodation.

2. You will be responsible for the provision of an efficient, prompt, accurate and responsive Visitor Information Service.  You will:

· Respond quickly and accurately to telephone, postal, electronic and personal enquiries.
· Provide detailed information on attractions, events, routes and transport using reference material and information technology.

· Help to source and organise the collection, storage and display of brochures and promotional material.
3.
You will contribute to the effective day to day operation and administration of the centre. You will:

· Provide a warm welcome and courteous service to all centre users.
· Assist in the daily maintenance and security of the centre.

· Assist in information gathering, research and data processing.
· Process financial transactions, maintain records, balance the till on a daily basis and prepare weekly banking within guidelines of the organisation. 

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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