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Job Description

Introduction
Experience Oxfordshire is passionate about everything that makes Oxfordshire special. We are advocates for our exceptional, unique, world class cultural and tourism offer - the Oxfordshire experience.

We believe that by harnessing and investing in the Oxfordshire experience, we will deliver tangible and considerable benefits to our partners and communities.

Oxfordshire’s name will be known throughout the world. It will be synonymous with our rich, distinctive cultural heritage, our world class arts, tourism offer and welcome. Because of this people will want to enjoy more of the Oxfordshire experience, spend more and invest more.

STREET BASED CUSTOMER ASSISTANT
27.5 hours                                                 3 month fixed term
Job Purpose: To handle enquiries from visitors outside of the Visitors Information Centre and to direct them to the Visitor Information Centre for further information, sale of tickets., travel services and retail items, ensuring that the highest standard of customer care is delivered and maintained at all times. 

Responsible to:  Customer Services Managers, Customer Supervisors 
Location: Outside on Broad Street outside of the Visitor Information Centre and/or other sites throughout Oxford city centre as required 
Hourly Rate:  £8.20  25 & over 

                       £7.65  21-24 
                       £6.75  18-20
                      £4.50  16-17 

Hours: Thursday through to Monday 10.00am -4.00pm (inc. 30 min break)
Additional information:  This role is based on contracted hours of 27.5 hours per week and will require working all of the weekends and Bank Holidays. A flexible approach to working hours is required to cover other shifts at short notice or to occasionally work outside core hours to respond to the business need.
MAIN TASKS 

1. To handle enquiries from visitors on the street for tours or information and to direct them to the Visitor Information Centre. Additionally, to hand out information on Tours and to interact with visitors to draw footfall to the Visitor Information Centre instead of other on street competitors 
2. To support the delivery of services to Visitors, ensuring they receive value for money.
3. To sell tickets and travel services by directing visitors through the doors of the Visitor Information Centre where further information and services will be available.
4. To assist in the retail area when directed during periods of low trade or inclement weather 
5. To look for sales opportunities to promote all the services offered in the Visitor Information Centre and the wider service.  
6. To comply with the Data Protection rules relevant to the business and ensure correct practice is adhered to and to fulfil all enquiries from the website and make sure data is captured at all times. 
7. To be aware of Health, Safety and Security issues and report any problems which you become aware of immediately.

8. To carry out all duties in line with Equal Opportunities policies in operation.

9. To undertake any such duties commensurate with the post as may be required.

COMMUNICATION

Internally: Customer Services Managers, Customer Services Supervisors, Customer Services Assistants, Membership Manager, Customer Experiences Manager and Team.

Externally: Members of the public, tourism trade.
SALARY 
27.5 hours per week @ £8.20 PER HOUR   = £225.50 PER WEEK (aged 25 and over )
TIME PERIOD 

June , July & August  12/13 weeks only
UNIFORM 

Suitable branded uniform for outside use will be provided 

   PErson specification

	Factors
	Essential or Desirable?


	Assessment via 

*AF/IV/C

	Education/Qualifications

· Educated to GCSE/GNVQ level or equivalent by experience.

· Educated to at least A level or equivalent in Drama 

	Essential

Desirable
	AF/IV/C

AF/IV/C

	Experience

· Proven work experience in sales and customer service environment
· Excellent knowledge of Oxford and Oxfordshire
· Proven experience of drama, the theatre or entertainment industry 

	Essential
Desirable
Desirable
	AF/IV
AF/IV

AF/IV

	Skills/Knowledge

· Excellent oral and written communication skills

· Good level of literacy and numeracy 

· An interest in local culture, heritage and events in Oxford and Oxfordshire
· Oral and written communication skills at basic level in a second language

	Essential

Essential

Desirable
Desirable

Desirable
	AF/IV

AF/IV

AF/IV

AF/IV

AF/IV

	Personal Attributes

· Able to communicate with a variety of people in a friendly, confident manner and to engage with Visitors. Outgoing flamboyant and confident in nature . 
· Willing to work additional and/or unsociable hours upon request
· Flexibility to work at short notice

	Essential

Essential
Desirable
	IV

IV

IV


*(AF = application form or CV, IV = interview,  C = certificate)
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