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JOB DESCRIPTION


Job Title:

Creative Apprentice – Visitor Services Assistant



Term – 1 year  
Based at:

The Lightbox, Chobham Road, Woking, GU21 4AA 

Reports to:

Visitor Services Manager
Salary Range:
£6.50 per hour
Hours:


4 day week inc Sat and Sun 9.30-5.30



1 day external training

KEY RESPONSIBILITIES

Reception Duties

Provision of information to visitors

Sale of tickets

Keeping reception area tidy

Welcoming visitors for members of staff and notifying of arrival

Point of contact for emergencies, accidents etc.

Updating the database. 

Monitoring of CCTV, disabled alarms, entry phone.

Shop

Merchandising

Shelf filling

Visitor Information Centre

Providing information 

Putting out leaflets

Keeping information up to date

Training
Customer Care training through recognised external provider 
Vocational award achieved though assessment on the job

Other Opportunities
To work in other Departments as part of the Apprenticeship
