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JOB DESCRIPTION

	Job Title:
	Visitor Experience Assistant

	Reporting To:
	General Manager



What’s the role… 
You will be required to work in the shop, café and around the site, taking an active leading role in providing an excellent visitor experience. 

Is this the job for you… 
We are seeking enthusiastic and engaging staff who are committed to delivering great visitor service, flexible and able to work during the Fort’s opening hours which include evenings and weekends. This is a casual role where you will be offered hours as and when required.

Your benefits…
We value our employees; therefore, we offer a discounted Gym membership which is available across all of our sites, including access for members of your household.

Eligible staff can have free NHS health checks, cycle to work scheme, free parking at all our sites, social events and an employee assistance programme, which not only offers free advice and support to staff, but also some discounted offerings at some well-known retailers.

We will also provide a pension, training opportunities and opportunities of development within Wave.

Why choose Wave… 
Wave Leisure Trust Limited (Wave) is a Charity and Social Enterprise with a purpose of “Inspiring Active Lifestyles” and a Vision, “To be at the heart of the improvement of health and wellbeing within the Community”.

Formed in 2006, Wave is recognised as an award-winning Trust, managing fifteen leisure facilities and Newhaven Fort along with providing a vast range of activity programmes and outreach initiatives.

Why work at Newhaven Fort… 
Built in the 19th Century, Newhaven Fort is the largest work of defence ever built in Sussex and is the last of a long series of coastal defences built on the cliffs overlooking Seaford Bay, dating back to the Iron Age.

The Fort was originally built as part of the network of 72 coastal defences, that later became known as ‘Palmerston’s Follies’, to protect the South Coast of England against the threat of French invasion in the conflict with Napoleon III.

When Coastal Artillery was disbanded in 1956, all the guns at Newhaven were taken away and scrapped. Then in 1962, control of the Fort passed to the local council and many schemes were proposed for the use of the site. Although nothing came of these plans, the preparation that was done took its toll on the original features of the building and the Fort ultimately became derelict. Fortunately, in 1979 the Fort was declared an ancient monument and a private developer took the Fort on, taking care to restore it and run it as a tourist attraction. This venture subsequently failed.

In 1988, Lewes District Council (LDC) decided to run the Fort itself and opened it as a military heritage attraction. 

Wave have successfully operated the Fort on behalf of LDC since 2015 and manged to secure funding for several tactical, development & improvement projects including HLF funding of over £250K to survey; digitally ‘capture’ and study the built fabric and history of the Fort and then, in 2020, a Cultural Recovery Fund backed investment of £850k to improve the visitor experience and operation.

In 2021, LDC submitted a Towns Deal Fund Grant Application, backed by a plan to rejuvenate key elements of Newhaven’s fabric and assets including the Fort. The bid was successful, and the Fort has been awarded £5.84 million.

A master plan has been developed for the Fort rejuvenation whose core objectives are: -
· To secure the sustainable future of the Fort
· To develop the Fort into a community asset 
· To improve Newhaven as a visitor destination 
· To create and secure jobs

Extensive works are planned (up to 2025) to make the Fort a more sustainable heritage visitor attraction focussing on: -
· Extensive Repairs and Restoration of the Heritage Fabric
· Health & Safety and Environmental Improvements
· Visitor Amenity & Guest Experience Improvements 

This is therefore a momentous and exciting time in the Fort’s history, and we need additional staff to join our team. 
Main Duties and Responsibilities
Reception/Ticket office/Shop
· To welcome visitors to the Fort and control entry/exit and till systems.
· To have a basic knowledge of the history of the site to be able to answer visitors’ questions.
· To ensure that the shop is well stocked, and items are properly presented and promoted to maximise sales.
· To encourage visitors to make voluntary donations towards the upkeep of the Fort in accordance with Gift Aid requirements.
· To control and cash up all monies during the session in accordance with the financial regulations.
· To answer, promptly, incoming telephone calls.

Café 
· Carry out all operational procedures of the café to the agreed standards.
· Maintain daily standards of cleanliness of the café, kitchen, storerooms, seating area and equipment, and report areas of concern to the Supervisor.
· Responsible, while on duty, for the security of the café and its contents.
· To follow financial procedures including the collection of cash.
· To prepare and serve hot and cold food in line with agreed menus ensuring agreed portion control and food hygiene regulations are always met.

Operations
· To undertake cleaning and site maintenance as required to ensure the safety and comfort of visitors. 
· To exercise due care in respect of the premises and users in accordance with the Health & Safety at Work Act and Wave Leisure’s Health & Safety Policy.

Other Duties
· To carry out other duties as required.
· To adhere to Wave Leisure Trust’s policies and procedures.
· To attend required training courses provided by Wave Leisure Trust.


PERSON SPECIFICATION 

	
	Essential
	Desirable

	Disposition
	· Customer focused
· Driven and enthusiastic
· Passion for providing exceptional service
· Can do attitude
· Pro-active
· Team Player
· Interpersonal skills

	

	Experience
	
	· Similar work environment


	Skills
	· Excellent communication skills – face to face, telephone.  
· Able to remain calm and professional in challenging circumstances.

	· Knowledge of till operations and cash handling. 
· Food Preparation 

	Other
	· To be flexible to the changing demands of the business.
· Able to react positively to changes in policy and development into new or improved areas of service activity.
· To be able to follow Wave Leisure Trust Policies and Procedures.
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