
	Post No:
	

	Post Title:
	Visitor Centre Assistant 

	Directorate:
	Office of the Chief Executive

	Division:
	Place and Culture

	Team:
	Tourism 

	Contract
	Permanent

	DBS Status:
	Basic DBS

	Grade:
	Scale 2



	Role Purpose

	To support the Visitor Centre Supervisor in the day-to-day operations of the Visitor Centre at Fairhaven Lake, acting as a first point of contact for visitors and customers and assisting with stock, sales, banking and the wider leisure offering. The post holder will demonstrate and champion the Council's adopted core values.



	[bookmark: _Hlk193270648]
 Main Duties and Responsibilities

	· Act as keyholder for the Visitor Centre, responsible for opening, closing and securing the building and ensuring it is clean and ready for use. 
· To welcome all visitors and provide impeccable customer service, regularly resolving a range of queries and issues. 
· To assist the Visitor Centre Supervisor to oversee stock sales and ordering, setting prices and monitoring sales against income targets. 
· To take responsibility for cash handling and banking procedures for the Visitor Centre and golf kiosk tills in accordance with Council financial procedures. 
· To help manage the booking system for room hire of the Visitor Centre and Water Sports Centre to maximise use. 
· To adhere to all health and safety requirements, ensuring the safety of visitors and staff at all times and reporting any concerns to the Visitor Centre Supervisor. 
· Liaise with the Education Officer and assist with school group education programmes when required. 
· To assist in the marketing and promotion of the Visitor Centre and all activities. 
· To support the Visitor Centre Supervisor and assist with wider team events and initiatives. 
· Have a flexible approach and be prepared to support the wider service team rota as required. 
· To undertake training and other duties which are commensurate with the grading and responsibility of the post.



	Qualifications

	Please mark which are Essential (E) or Desirable (D)

	· First aid certificate (D)
· Health and Safety qualification (D)
· Food Safety (D)











	Knowledge, Skills, and Experience 

Required
	Please mark which are Essential (E) or Desirable (D)

	· Banking and cash handling experience (E)
· Experience of dealing with community groups and customers (E)
· Good communication and interpersonal skills (E)
· Good numeracy and literacy skills (E)
· Basic IT skills (D)
· Experience of food and beverage sales (D)
· Experience of organising and/or assisting with event delivery (D)
· Experience of lake/water-based activities (D)

	Other Requirements

	N/A

	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training, and development of staff based on their age, sexuality, religion or belief, race, gender or disabilities.


	
Prepared by: Fairhaven Manager                                                                                 Date: December 2025





	COMPETENCIES 
(All competencies listed are essential to the post)  
	METHOD OF ASSESSMENT

	CUSTOMER FOCUS
· Treats employees as customers
· Puts the customer first and values the customer in everything they do
· Is professional, polite and friendly at all times
· Appreciates the customer is the only reason there is a job
· Challenges whether the existing ways of doing things meet customer need
	
Application form / interview

	WORKING TOGETHER 
· Promotes effective working across different service areas
· Accepts and provides constructive challenge
· Is an effective team player
· Demonstrates the ability to learn from others
· Focuses on solutions rather than problems
· Works with others to deliver great performance
	
Application form / interview

	EFFECTIVE COMMUNICATION
· Clearly explains the reasons for decisions made
· Open, honest and transparent in all communications
· Champions success at every opportunity
· Demonstrates the ability to listen and understand
· Never ‘bad mouths’ the organisation
· Contributes to feedback and engagement at work
	
Application form / interview

	PRIDE & INTEGRITY
· Demonstrates enthusiasm and personal commitment
· Takes pride in working for Fylde Council
· Enjoys the work they do in their chosen career
· Has respect for others at all times
· Appreciates and values the opinion, interests and views of others
· Always represents Fylde in a positive manner
	
Application form / interview

	STRONG LEADERSHIP MANAGEMENT 
· Is always accessible and approachable
· Leads by example and always displays a positive attitude
· Motivates, encourages and supports others to achieve their best
· Has a strong focus on doing what is best for the organisation
· Manages change as part of the ‘day job’
· Makes creative suggestions about how to do things better
	
Application form / interview
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