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JOB DESCRIPTION

Job Title			Retail/Hospitality Assistant 
Department 		Trading Company 
Reports to		Deputy Director
Term	Permanent, Weds & Thursday each week (8:45am – 5:15pm summer hours, 8:45am – 4:15pm winter hours) + holiday/sickness cover and additional hours for events. 
Salary range		National Minimum Wage 

About the Food Museum 

The Food Museum connects people with where food comes from and the impact of our food choices: past, present and future. We use our collections, buildings, landscape and programmes to explore our main themes: Grow, Make, Eat.

We work with a wide range of partners to produce inclusive and diverse programming which speaks to 21st-century audiences. We want everyone to see themselves reflected in the work we do. We aim to be relevant, challenging, and sustainable.

We care for 17 historic buildings set in 84 acres of countryside, in the heart of Stowmarket, Suffolk. The museum is a charity supporting the community and we undertake a wide range of social projects and programmes. We seek to maintain high professional standards in the presentation and protection of our collection, buildings and site and continually improve our practice.

Purpose of the Job

The Retail/Hospitality Assistant welcomes visitors to the museum, provides excellent customer care in the shop, operates the till, answers the phone, and keeps the shop looking its best at all times. This job will involve regular, weekly cover of our museum shop. It will also involve picking up holiday and sickness cover and could involve extra hours in our café and in our events team. 

Who are we looking for?

We are looking for someone friendly, outgoing and confident, who can think on their feet and deal with a range of customer enquiries. You are the first person our visitors will meet and we want you to set the tone for their visit, so commitment to the museum’s mission and interest in what we do is really important. You should be practical and hands-on – able to see without prompting when stock needs replenishing or cleaning needs to be done. You will enjoy enhancing the visitor experience, including selling our membership packages and promoting museum events. 

You will be keen to learn new skills and to support your colleagues in other areas of the museum’s work with shifts in the café or at weddings and events. You will be working as part of a team and being prepared to cover holiday/sickness is vital.  

What will the job involve?

1. Main duties: 
a) Deliver excellent customer service, welcome visitors and guests to the museum. Confidently communicate the museum’s mission and sell the visitor experience to prospective customers.
b) Sell tickets, memberships and products to visitors using our EPOS and Customer Relations Management (CRM) system, ensuring that accurate details are collected for our membership database and for reclaiming Gift Aid.
c) Keep the shop tidy, clean, well-stocked and attractive, maximising opportunities for sales. Look for ways to improve sales performance.
d) Maintain a broad knowledge of the museum including key visitor information and an understanding of the projects which are going on across the museum.
e) Take deliveries, sort the post and answer the phone.
f) Cash up at the end of the day and follow cash and stock handling procedures.
g) Be responsible for security and safety in the shop on a day-to-day basis. Respond appropriately in the event of an emergency or incident. Open up and lock up buildings as per agreed procedures. Uphold entertainment, food and alcohol licensing principles. 
h) Support museum events.
i) The opportunity to cover occasional shifts in the café: provide extra support for our onsite café and bar, (barista training and food hygiene training will be given).
j) Cover occasional events shifts: welcome guests, setup and takedown of events equipment.

2. This job information cannot be all encompassing. It is inevitable over time that the emphasis of the job will change without changing the general character of the job or the level of duties and responsibilities entailed. This information may be periodically reviewed, revised and updated in consultation with the post holder to reflect appropriate changes.

3. Staff must be aware of and abide by the museum's policies. All staff must work in such a manner as to ensure their own safety and the safety of others – including members of the public – and report to their manager any hazards, dangerous occurrences, or dangerous equipment they see, and any accident they are involved in or that they witness.

Skills and Experience – what we require.

If you are unsure about any of this or would like to talk to someone about whether your experience is applicable, please get in touch with the Deputy Director, Samantha Prince – Samantha.Prince@foodmuseum.org.uk 


	Essential criteria – you need to have these
	How this will be assessed

	1. 
	Good general education with good level of literacy and numeracy
	Application form and interview

	2. 
	Understanding and commitment to the museum’s remit
	Application form and interview

	3. 
	Strong personal skills, ability to communicate effectively both verbal and written, take and give direction and stay calm in difficult situations. 
	Application form and interview

	4. 
	Strong organisational skills, ability to think on your feet and still give attention to detail.
	Application form and interview

	5. 
	Good personal presentation standards. 
	Application form and interview

	6. 
	Understanding and commitment to a high standard of customer care and a high degree of maturity is needed for this role. 
	Application form and interview

	7. 
	Understanding of health and safety.
	Application form and interview

	8. 
	Flexible and available to work on occasional weekends and evenings, need to maintain a high level of commitment and reliability.
 
	Application form and interview

	Desirable criteria – it would be a bonus to have these

	9. 
	Experience of retail, hospitality and events 
	Application form and interview

	10. 
	Experience of working in a licensed environment with an understanding of the sale of alcohol laws.
	Application form and interview

	11. 
	Experience of working in a visitor attraction, shop or café 
	Application form and interview

	Behaviours – how we expect you to act

	12. 
	Be creative and imaginative: identify opportunities to deliver added value, be thoughtful; be able to solve problems and think for yourself as well as take direction
	Interview 

	13. 
	Be effective and efficient: take responsibility for managing own work; stay focused on getting the job done; have a can-do approach; plan and think ahead and make decisions mindful of their cost and environmental impact
	Interview

	14. 
	Be tactful and collaborative: work well and supportively with other staff, volunteers, and external people
	Interview
	

	15. 
	Communicate clearly: be precise and assertive – especially when dealing with difficult issues. Think about how to talk to people to get the best out of them. Listens to and respects diverse voices.
	Interview



Additional Information

Terms and Conditions

 The annual leave allowance is 30 days per annum inclusive of 8 public holidays pro rata. You will be paid in lieu of leave.
 Holidays will need to be agreed at least four weeks in advance to ensure full cover can be provided. 
 There will also be opportunities to pick up extra shifts, including holiday cover and catering for special events. 
 There is a requirement to work evenings and weekends, and at the museum’s core events: Bonfire Night, Beer Festival, Christmas Fayre.
 The successful candidate will be on probation for 6 months.
 The museum has a pension plan to which the successful candidate can be signed up if eligible.
 You may be expected to wear uniform which consists of museum-branded tops/plain black top and plain trousers or skirt. You are expected to maintain excellent standards of personal presentation. 
 Occasionally you will be required to attend meetings and training outside your core working hours, for which you will be paid.

Scoring
We will score candidates against the criteria listed under ‘Skills and Experience’. The top-scoring candidates will be invited to interview. It is essential that your application form addresses the criteria fully.  The Museum is committed to equal opportunities and welcomes applications from candidates of any and all backgrounds. As part of our commitment to diversifying the workforce, we offer guaranteed interviews to people from diverse cultural backgrounds and candidates who have hidden or physical disabilities who meet the essential criteria.
 
To Apply 
1. Please apply using the museum’s application form only. We will not look at CVs or additional documents which are submitted.
2. In the personal statement section, please list the criteria under ‘essential’ and ‘desirable’ and set out how your experience relates to the things we are looking for. 
3. Please label your application form with your name and submit it in either Word or as a pdf.
4. You need to complete a separate Recruitment Monitoring Form and submit it with your application. Please label this RMF and add your initials, as in ‘RMF XX’
5. Email both completed forms to jobs@foodmuseum.org.uk 
 
The closing date for receipt of applications is Monday 13 October at midnight.

Interviews will take place on Friday 17 October.
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