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direct dial
 01473 433402
email
recruitment@ipswich.gov.uk 


Dear Applicant

RE: Tourist Information Assistant






Post Ref: 1708
Thank you for your interest in the above post.  Please find enclosed in this application pack the following documents:
· Application Form and Guidance Notes

· Job Description

· Person Specification

· Structure Chart

Application Form:

The application form plays a key part in our selection process. We use the information you provide to shortlist for interview. 

You are urged to ensure that all the information contained in your application is relevant and that you demonstrate how you meet the criteria on the person specification. Please use the person specification for guidance when filling in the application form.

References: If successful at interview, Ipswich Borough Council will seek to obtain two employment references. Wherever possible the name of your first referee must be from current employment/education and the second from either current or former employment/education. If you cannot provide an “employment” reference please contact the HR Team at Ipswich Borough Council for further assistance.
For your information, the salary for this post is: £17,785 - £19,128 Pro Rata
The closing date is 5pm on 11th March 2016. Please send your completed application form to Human Resources, 2nd Floor – West, Grafton House, 15-17 Russell Road, Ipswich, Suffolk, IP1 2DE or email it to recruitment@ipswich.gov.uk. 

If you have any recruitment queries, please do not hesitate to contact us on 01473 433402.  Please leave your name, number and brief details of your question and a member of the recruitment team will call you back.
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Ipswich Borough Council

Job Description: D83a

Tourist Information Assistant

Main Purpose of Job

To assist in the operation of the Ipswich Tourist Information Centre, providing a wide range of information on local attractions and tourist destinations throughout the UK and the sale of souvenirs, gifts and tickets for attractions and other partners.

Main Duties

Deal with personal, telephone, written and email enquiries from the general public for information relating to Ipswich and its facilities and attractions, and for tourist information relating to East Anglia and the rest of the UK using information researched and assimilated from reference books, websites and other relevant sources

Operate multiple computerised booking systems including PatronEdge, Ticket Source, and NX Agents. Operate Internet booking systems for airport accommodation, Car Parking and for National Theatre Tokens as well as Excel for booking tickets for local service, attractions and events.

1. Provide a direct sales service to the public, including handling cash, cheques and Credit Card transaction, in respect of souvenirs, publications, Ipswich Borough Council Entertainments and Events tickets, rail cards, bus tickets, coach excursions tickets, National express bus tickets, and tickets for attractions, special events and similar products.

Assist with maintaining and updating websites (e.g. AAI) with latest news, attractions, events and services etc. assist with promotion and distribution of events and attraction information.

2. Act as agent on behalf of attraction such as River Cruises and Walking Tours, including dealing direct with Corporate and Private Group and Charter customers to produce bespoke itineraries and costings. 

Assist with creating attractive displays of merchandise to maximise sales as directed.

3. Assist with the general operation of the Tourist Information Centre as requested. Assisting Manager and Supervisors with administrative duties etc. as requested

Such variations as may be required from time to time without changing the general character of the duties shown above or the level of responsibility entailed.
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	Ipswich Borough Council

Person Specification

TOURIST INFORMATION ASSISTANT

	

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESMENT

	Qualifications
	GCSE or equivalent standard of education


	Tourism related qualification
	Application form

	Work related experience 
	Demonstrable experience of working with public in a customer care orientated personal service.

Sales and cash handling/use of till.
	Experience in tourism/leisure industry.
	Application form & interview

	Other relevant experience
	Experience of using Microsoft word, Outlook, Excel 

Computerised booking systems/Spreadsheets
	Knowledge of 2nd European language

Aptitude for display 


	Application form & interview

	Specialist knowledge
	Knowledge of Ipswich & area attractions etc.


	
	Application form & interview

	Personal skills
	Able to deal with enquiries face to face/phone.

Ability to deal with customers in a patient and tactful manner

Good organisational skills

Ability to work as part of a team.


	Enquiring/

Inquisitive/

investigative nature.

Able to follow basic procedures and guidelines.

Awareness of equality.
	Previous employment Application form & interview

	Special working conditions
	Flexible, able to work weekends, some Bank Holidays, and cover as required.

Able to manually handle stock, storage, retrieval, and display as required
	
	Application form and interview
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 Grafton House


 15-17 Russell Road


 Ipswich Suffolk


 IP1 2DE


 


 � HYPERLINK "http://www.ipswich.gov.uk" �www.ipswich.gov.uk� 

















