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Peak Period Visitor Host

(April – September 2010)

Job description
Main Job Role

1. The Visitor Host (VH) is responsible for all ‘walk up’ sales for visitors to all the attractions in Portsmouth Historic Dockyard (PHD). This will include offering assistance, as well as providing ticket and attraction information both in the Visitor Centre and around the site.  Carrying out bag search procedures as required.  Sales will be targeted and will primarily involve attraction tickets, gift aid and guidebook sales.  

2. In the main the role will be customer focused which may require flexibility with working hours throughout your contracted period and during special events.

Reporting Structure

1. The VH reports directly to the Visitor Centre Supervisor (VCS) and Visitor Services Co-ordinator (VSC) and indirectly to the Head of Communication for the efficient operation of the Visitor Centre.

2. The Visitor Centre comprises a Visitor Centre Supervisor, Visitor Services Coordinator and up to 6 full time Visitor Hosts.

Responsibilities

1. To proactively assist visitors to Portsmouth Historic Dockyard with the sale of tickets in an efficient and professional manner. Ensuring every opportunity is taken to promote any ancillary sales such as gift aid and guidebooks. 

2. To help maximize the company’s year-end figures by achieving targets set by the VCS on a monthly basis.

3. To ensure all till reconciliations are correct and any discrepancies found are corrected immediately.

4. Help create a favourable first impression by ensuring your work station and surrounding area is kept clean and tidy.
5. Ensure the Company dress code is adhered to; wearing uniform provided.
6. Attend and complete any training the Supervisor deems necessary.
7. Contribute to site security by being aware of your surroundings and report anything or anyone that looks suspicious.
8. Evacuation Procedures: Should the Supervisor advise you of an evacuation, your role will be to ensure all visitors and work colleagues are removed from the visitor centre and moved outside Victory Gate in a calm and orderly manner to minimise any panic. The Supervisor will advise you of your role and they and any other officers in charge will help you keep staff and customers fully informed.

9. If required achieve set targets for bag searches during the working day.
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