


CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: Sport & Culture

	POST TITLE: Casual Visitor Assistant
	REPORTS TO: Visitor Service Supervisor

	GRADE: 3  (SCP 2)
	SAP POSITION NUMBER : 50145487


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	To form part of a pool of casual staff that can be called upon, sometimes at short notice, to provide holiday, sickness and other cover to ensure the smooth operation and opening of museums service buildings. 
To assist with the safety and security of the museums service’s premises at all times including contents, artefacts, visitors and staff. 
To create a pleasant and engaging environment for all visitors, providing them with assistance, direction and information on exhibits and the buildings as required. 


	Main Responsibilities of Post: 

	To ensure the security and safety of premises, their contents and artefacts, their visitors and staff, by patrolling galleries as directed. Watching for theft, vandalism and anti-social behaviour and taking any necessary action in accordance with instructions. 
To provide a warm welcome to museum sites and assist with the sale of all items of commercial stock within the sales procedures of particular buildings. 
To ensure the cleanliness of premises and their contents as directed by the Visitor Service Supervisor. 
Assisting in loading and unloading of exhibits and goods. Moving exhibitions and display systems as instructed. 
Messenger duties as required.
Assisting and accompanying the van driver as necessary. 
Occasional basic maintenance tasks as directed.


	Structure:




	Special Knowledge Requirement. Will be used for shortlisting. 

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Government’s Fluency in English for posts where employees speak directly to members of the public the postholder is required to meet the Advanced threshold level which will be applied where the postholder requires a greater level of sensitive interaction with the public. 

You must be able to demonstrate that you can express yourself fluently and spontaneously (this will also be tested during the interview).
	X

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of

work
	X

	Ability to adopt a process of continual improvement and suggest ways of

working more efficient and effectively to improve service delivery.
	

	Knows and understands how to use, interpret, handle and communicate

information
	X

	Knowledge & understanding of the museum and gallery environment
	X

	Knowledge and understanding of effective methods of communicating with and delivering information to a wide range of people
	X

	Relevant experience requirement: Will be used for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet either the Lower threshold or Advanced threshold level outlined under Special Knowledge above.  

	Experience of working in a Museum or experience with customer service.



	Relevant professional qualifications requirement: Will be used for shortlisting

	No qualifications required.  

	

	

	Core Employee competencies to be used at the interview stage. 

	Communicates Effectively 

	Covers a range of spoken communication skills required as a regular feature of the job.  
It includes exchanging information/building relationships.
Giving accurate information.



	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes being organised, self effective and any requirements to quality check work.


	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 


	Working Conditions: 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.

	Special Conditions: 

	There is a requirement for the post to have an Enhanced DBS check.

There is a need for this post holder to move between sites as part of their working 

pattern. 


	

	Compiled by: Dawn McIntosh
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	Post Grade: 3
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