Job Description 
Job Title: 


Visitor Services Assistant - Retail
Department:


Manx National Heritage

Division:


Public Services Division 

Responsible to:

Head of Retail and Business Development 
Purpose:

The main purpose of the post is to generate retail sales in the flagship Gallery Shop at the Manx Museum by converting museum visitors into shop customers and working closely with the retail and Front of House teams to develop and grow income through effective merchandising and selling.  
Main Duties

The main responsibilities of this post are:

Day to day operation of the Manx Museum Heritage shop and sales to include:

· Maximise sales potential and opportunities in the Gallery Shop at the Manx Museum
· Maximise sales by developing merchandising techniques reflecting drive for sales, the retail strategy and developing a ‘Manx’ brand

· Ensure shop and stock room are tidy, clean and in good order

· Manage Gallery Shop stock room  - sell by dates on product, stock identification and location

· Ensure that the shop is fully stocked and stock records are maintained

· Ensure all goods are correctly priced

· Daily processing of online and telephone sales – payment and despatch of goods
· Administer supply of event tickets and workshops ensuring accurate recording and reporting of sales
· Administer all special customer offers and orders

· Administer regular spot checks on stock levels to ensure EPOS accurately reflects actual stock levels
· Responsible for the daily, weekly and monthly cash handling procedures as per Government Financial Regulations

· Ensure accurate administration of streamline payments and the EPOS till

Working with retail support team:
· Contribute to retail strategy from sales and merchandising experience

· Contribute to range reviews providing customer feedback and observations

· Provide constructive feedback to retail support team regarding promotions, product, communication, EPOS information 
· Administer annual stock take for Gallery Shop
And any other reasonable duties which may be requested by MNH management 

Hours

The hours of work are 37 hours per week worked 9 am – 5.24 pm with an hour for lunch, working 5 days in 7.  

Other

Manx National Heritage operates a no smoking policy.
Evening and bank holiday working will be required for special events.  

Competencies for the post

Leadership and working together



A

Communicating and Influencing



B

Achieving Results





A

Delivering a Quality Service




B

Changing & Learning





A

Showing commitment and resilience



B

Relevant Training

EPOS training as appropriate

Relevant till and electronic card payment training

Financial Regulations

Communicating effectively in writing

Cash handling

Competent in Microsoft Office applications
	Isle of Man Civil Service 

Person Specification


Post: 


Visitor Services Assistant - Retail
Department:
 
Manx National Heritage

Job Summary:
The main purpose of the post is to generate retail sales in the flagship Gallery Shop at the Manx Museum by converting museum visitors into shop customers and working closely with the retail and front of house teams to develop and grow income through effective merchandising and selling.  
	Attributes
	Essential or Desirable
	Method of Assessment

	Qualifications

English and Maths GCSE Grade C or equivalent


	D


	Application



	Experience

Previous retail and selling experience with customer service as a focus

Previous office/stock recording 


	E

D


	Application

Application



	Knowledge & Skills

Be highly numerate
Good oral and written communications 

Proficient in use of Excel, Word & Outlook

Ability to use computerised stock recording systems
Good customer care skills - Ability to deal with people and communicate clearly and confidently

	E

E

D

D

E
	Application, Interview

Application, Interview

Application, Interview
Application, Interview
Interview 

	Disposition

Positive attitude with a pro-active approach
Self-motivated with personal impact

Good communicator

Approachable and flexible 

Ability to work under pressure

Ability to work as part of a team

	E

E

E

E

E

E


	Interview

Interview

Interview 

Interview

Interview

Interview



	Circumstances & Interests
Isle of Man Worker

Able to be flexible with working hours as required
Have an interest in Manx history, culture and heritage

Physically fit and able to meet requirements of the job in terms of lifting and carrying stock


	D
E

D

E
	Application

Application/Interview

Interview

Interview/pre-employment medical questionnaire 




