

	Competency Based Job Profile Band 1 - 4



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Regeneration and Culture
	SERVICE GROUP: Museums and Galleries

	POST TITLE: Museum Receptionist
	REPORTS TO: David McIlroy

	GRADE: Band 4 SCP 10 - 12
	SAP POSITION NUMBER : 11005126


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The following points should be noted: 
The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  As a candidate/employee you will be expected to demonstrate your ability meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. 
	Key Purpose of Post: 

	A key role is to create a pleasant atmosphere for visitors and provide them with help, direction and information on exhibits and the buildings as necessary.  To provide reception/telephone and shop sales.



	Main Responsibilities of Post: 

	To welcome visitors.

To take and transfer telephone calls to appropriate staff/departments.

To take and pass on messages.

To provide information about the Service to visitors and callers.

To monitor and count visitor numbers and market segments.

To sell publications and souvenirs.

To maintain stock levels and advise Business Assistant of low stocks

To maintain the display and attractiveness of the shop

To undertake basic security duties through the monitoring of CCTV and persons entering the building.
To ensure safety of all visitors by correct fire marshalling duties and signing in procedures.



	Structure :

[image: image1]


	Special Knowledge Requirement: (to be used in shortlisting)

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet either the Lower threshold level – where the person is able to demonstrate that they can during the interview: 

a) Use a wide range of simple words and a standard English sentence structure to express much of what they want to. 

b) Maintain a conversational flow even though they pause to think of the correct words or sentence structure in order to express themselves. 

or the Advanced threshold level (which will be implemented where the post requires a greater level of sensitive interaction with the public e.g. in children’s centres) – where the person is able to demonstrate that they can during the interview: 

a) Can express themselves fluently and spontaneously , almost effortlessly 

b) Only the requirement to explain difficult concepts simply hinders a natural smooth flow of language 

	Required to understand and apply relevant knowledge, processes and systems for the running of a retail outlet including stock control, retail displays, use of cash registers and card machines. 



	Uses basic awareness of health and safety to record and control access to our building, acting as a fire marshall in case of emergency, and having an understanding of procedures in relation to workmen and contractors work within the building including risk assessment requirements. 


	Operates CCTV, radio and telephone equipment including basic use of ICT equipment relevant to the area of work.


	Awareness of data protection and data security protocols 


	Ability to adopt a process of continual improvement and suggest ways of working more efficiently and effectively 


	Correctly interprets often complex information and communications

	Requires quick and accurate literacy and numeracy skills

	Able to confidently handle, count and reconcile large sums of coinage and notes

	Able to handle cash including issuing receipts in line with agreed financial regulations / standing orders.

	To have an understanding of the collections and relevance of the building within the context of the industrial and social history of the Bradford area.

	Relevant experience requirement: (to be used in shortlisting)


	Be able to evidence experience of working in a front facing retail environment for a period of at least 6 months within the past 5 years. 

	Be able to evidence some experience of having worked in a reception or similar environment.

	To demonstrate an understanding of working in a museum environment.

	

	Relevant professional qualifications requirement: (to be used in shortlisting)

	None 

	

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.


	Operates With Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect , maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions:  

	The post holder must be able to work evenings, weekends and Bank Holidays as required by the needs of the service.  Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	

	Special Conditions: 

	The post requires successful applicants to have a current up to date DBS check.
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Neil Hinchliffe
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HR Formatted Feb 2015
	Post Grade: Band 4

	For HR use only
	SAP Input Date
	 Name of Data Inputter 


Museums Manager





Museum Manager North





Museum Manager East





Museum Manager Central





Visitor Services Supervisor





Museum Assistants and


Shop Receptionist 
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