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	Job Title:
	Beach Office Assistant

	
	Service Area:
	Operations

	
	Team:
	Asset Management (Resort)

	
	Salary:
	Band 2



Job Description

Main Purpose of Job:
Supporting the Resort Management work, by greeting customers, dealing with enquiries, and processing bookings for Beach Hut Hire. Administration relating to bookings including website system usage and other processes including taking electronic payments from customers.
Our Values
You will be expected to work in line with our values which are:
	Proud - Believing in who we are, what we do and where we live

	Dynamic - Transforming the future with you in mind

	Truthful - Honest and clear in all we do

	Good Value - Delivering outstanding services, smartly & economically

	United - Whoever we work with, we work as one team



Key Responsibilities:
1. To provide friendly, polite and efficient service directly to Resort customers and to members of the public (face-to-face, by telephone, and in writing) on day-to-day matters including onsite liaison and key exchange.

2. To be an active and efficient member of the Resort Team and positively represent the Resort and the Council.

3. To support the work to manage the Resort and follow Resort Team and Council processes, operating procedures and adhering to regulations. 

4. To complete all necessary paperwork/electronic record-keeping, website booking system operations and email communications to ensure a smooth and efficient service and ensuring GDPR practices are met.

5. To follow process and policy regarding cancellations, booking changes, customer complaints/compliments and all customer-service good practices. 

6. To be responsible for correctly taking payments from customers at the Beach Office via electronic payment and ensure accurate records and reconciliation.

7. To help keep a well-presented service and office.

8. To liaise with customers and colleagues when problems occur and in doing so, apply own initiative, or report to management appropriately to seek a resolution. 

9. To take direction from Line Manager and from senior Resort colleague/s with delegated management responsibility.

10. When required, liaise with contractors working under the direction of Resort Team.

11. To be responsible for providing facilities that are fit-for-use and well-presented for customers to agreed standards and reporting any issues to management. 

12. To support maintenance and cleaning duties of the Resort Team. If directed to support the Resort function in its tasks which may include cleaning of the office/huts/public conveniences.

13. Provide general administrative assistance to the Resort Team.

14. To provide cover for team members in the event of absence.

15. To be aware of health, safety and welfare, maintenance and repair, relating to the assets and report any issues to management.

16. To promote and adhere to the workplace values of our organisation.

17. To act responsibly and fulfil responsibilities as a registered key holder such as opening, closing and the securing the Beach Office/associated Resort facilities including management of other resort keys.

18. Work within the recognised standards of Health & Safety and adhere to applicable Health & Safety, COSHH, Manual Handling, and Ladder Safety relevant to the role/facilities.
19. Help the Resort Team meet targets and objectives.

20. If required, assist in special events.

21. To undertake such other duties as may reasonably be required compatible with and/or arising from those listed above.

Line Manager:  Resort Manager  
Responsible for:  Not applicable

Political Restriction: This post is not politically restricted.

Note:	This is a description of the job as it is constituted at (January 2022) but, as the organisation develops, it may be necessary to vary the duties and responsibilities from time to time.  It is the practice of the Council to periodically review Job Descriptions to ensure that they relate to the job as being performed or to incorporate whatever changes may be necessary.  It is the Council’s aim to reach agreement to such reasonable changes with the postholder but if agreement is not possible the Council reserves the right to insist on changes to the Job Description after consultation with the postholder.







Person Specification
	
	Essential
	Desirable

	Knowledge and Experience
	· Experience of a customer service focussed role
· Experience of working within a team environment
· Office experience including computer skills
· Well-presented and approachable 
· Electronic-payment handling experience
· Key-holder duties
	· Awareness of health, safety and welfare, maintenance and repair
· Work involving members of the public in a Council environment
· Leisure/Tourism experience 


	Skills and Abilities:

	· Excellent communication and interpersonal skills
· Customer-service orientation
· Experience in using PC based technology and be fully competent in the use of IT systems
· Practical approach to work and problem-solving 
· Flexible attitude and approach 
· Excellent oral and written communication skills
· Ability to work well in a small team
· Ability to work on own initiative
· Ability to accept changing priorities and handle interruptions 
· Good numeracy skills

	

	Education and Training
	· GCSEs of Grade C and above or equivalent
	· Customer Service qualified/trained
· Leisure/tourism qualified/trained
· Relevant First Aid Qualification or willingness to undertake training

	Other Requirements
	· To have availability and a flexible approach to support the demands of peak season
	· Knowledge of council procedures
· Interest in local issues and events





Page | 1
image1.png
EASTSUFFOLK

COUNCIL




