MALMESBURY TOWN COUNCIL

JOB DESCRIPTION

JOB TITLE: 
BANK STAFF - ASSISTANT INFORMATION AND TOURISM OFFICER 



 


REPORTS TO: TOWN CLERK
1.
JOB PURPOSE

To provide cover for the day to day operation of the Information and Tourism Centre and Town Council reception, providing advice, guidance and information to residents and visitors. 
2.
MAIN DUTIES

a) Assisting with the day to day running of the counter services within the Tourism and Information Centre  

b) Answer council and visitor enquiries at the counter, over the telephone, by  post and e-mail. 

c) Assist with till transactions.
d) Carry out office procedures within the Tourism and Information Centre, keep records and statistical information.
e) Update computerised and general records and reference material. 
f) Promote the Tourism and Information Centre 
g) Maintain an effective display and pleasing environment within the Tourism and Information Centre 
h) Adhere to health and safety in accordance with the Council's safety policy 

i) Undertake such other reasonable duties as may from time to time be required. 
j) Support the Cinema functions.

_________________________________________________________________
3.
HEALTH & SAFETY

a) To be responsible for your own health and safety and that of anybody else who may be affected by your acts or omissions.

b) To be responsible to ensure that on a day to day basis work is conducted within the framework of all local health and safety guidelines and policy.

___________________________________________________________________
4.
JOB CONTEXT

Malmesbury is a very attractive hilltop town with high numbers of visitors and tourists throughout the year. There are several major attractions within the town and local environs, with the Cotswolds within easy travel. 

The Town Hall houses the Tourist Information Centre which provides a “one stop shop” information point dealing with a wide range of enquiries.  It also houses the Athelstan Museum and a coffee shop which are rented on a tenancy basis.

Major services are undertaken or provided by Wiltshire Council with the Town Council responsible for local services and facilities.  The Town Council currently works through five Standing Committees.

__________________________________________________________________
5.
KNOWLEDGE, EXPERIENCE AND TRAINING

Essential
Good IT and keyboard skills

Excellent communication/interpersonal skills

A good knowledge of the local area and facilities.
Desirable

A good knowledge of Health and Safety legislation

___________________________________________________________________

6.
GENERAL

This job description only contains the main duties relating to this post and does not describe in detail all the duties required to carry them out and there will be an expectation that the post holder will carry out other duties that reasonably fall within the general nature of the level of responsibility of the post. £9.01 per hour.
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