
The Palace Trust – Job Description and Person Specification                

 

Job title: Retail and Admissions Assistant 

 

Location: The postholder will be based at ¢ƘŜ .ƛǎƘƻǇΩǎ tŀƭŀŎŜΣ ²ŜƭƭǎΣ {ƻƳŜǊǎŜǘ.     

Salary: £5.84 per hour 

Hours: The number of hours of work per week will vary according to the seasonality of the 
business, but will not be less than an average of 8 hours per week within a twelve month 
period.  Due to the nature of the role, it is essential that the Retail and Admissions Assistant 
is available to work evenings, weekends and bank holidays, particularly in our high season 
between April and October.   

Position Type: Permanent 

Accountable to:  Open Day Managers 

Key Internal Contacts: Open Day Managers, Volunteers, General Manager. 

Key External Contacts: All visitors and clients using the Palace 

 

Role Context  
ThŜ .ƛǎƘƻǇΩǎ tŀƭŀŎŜ ŀƴŘ DŀǊŘŜƴǎ ƛǎ ŀ ǾƛǎƛǘƻǊ ŀǘǘǊŀŎǘƛƻƴ ǿƘƛŎƘ ƻǇŜƴǎ ǘƻ ǘƘŜ ǇǳōƭƛŎ ƻƴ ǘƘŜ Řŀƛƭȅ 
basis.  The Retail and Admissions team meet all the visitors on arrival, be they paying 
customers or on business.  The team are responsible for issuing tickets, promoting the 
Palace to potential visitors, coordinating the volunteer stewards and answering queries in 
person or on the telephone.  The role can be particularly demanding during the peak season.      

Role Summary 
Retail and Admission Assistants are responsible for the day to day visitor services, 
responding to queries and promoting the visitor attraction.  Duties include issuing tickets, 
the accurate use of the till, promoting the sales of the season ticket, stocking and selling 
items in the shop and answering queries.   

 
 

Key Responsibilities and Main Duties 
 

1. Customer Care 
- Ensure that all customers receive excellent customer care by remaining 

knowledgable of all the activities within the Palace and grounds; 
- React to all queries in a positive manner and ensure that the relevant department 

is informed of any complaints; 
- Ensure that the presentation of the public spaces is always maintained to the 

highest standards. 
2. Maximising Profit 

- Promote the gift aid scheme on admissions prices and season ticket to secure the 
maximum income for the charity; 

- Replenish the merchandise in the gift shop to create interesting displays and to 
maximise sales; 

- Be proactive about offering link sales items such as guide books and exhibition 
merchandise; 

- Receive deliveries of stock, ensuring that all stock is delivered as specified by the 
supplier.  Ensure that damaged stock and incorrect items are reported to the 
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supplier within 48 hours;   
- Proactively sell the Season Tickets at the admissions desk and promote other 

activities within the Palace. 
3. Cash handling and procedures 

- Assist the Open Day Manager in the opening, closing and cashing up procedures 
as required; 

- Record all admissions and sales accurately on the till to ensure the effective 
reporting of results; 

- Participate in stock takes as required.   
4. Health and Safety 

- Adhere to Health and Safety regulations set out by the Palace Trust in accordance 
with its statutory regulations, in particular: 

¶ Report accidents 

¶ Ensure safe use of machinery and equipment to minimise any risk of injury 

¶ Take part in good housekeeping practices 

¶ Take reasonable care for health and safety of yourself and those around 
you who may be affected by your acts or omissions at work.   

5. Communications 
- Effectively and regularly communicate with the Open Day Managers to discuss 

operational issues; 
- Attend full staff meetings as required.    

6. Other Duties 
- In addition to the above, the post-holder may be required to undertake other 

reasonable duties and responsibilities which are compatible with the overall scope 
and authority of the appointment, in discussion with the Line Manager; 

- Attend training courses as required. 
 
 
 
Person Specification 
 
 Essential  Desirable 

Knowledge  o  Knowledge of historic houses and 
gardens 

Skills and 
attributes 

o A natural team player and team 
motivator 

o Proficient verbal and written English 
o Ability to remain calm under 

pressure, particularly during peak 
times and busy holiday periods 

o Exceptional attention to detail in all 
areas of work 

 

Experience and 
Qualifications 

o Experience of cash handling and 
use of tills 

o Experience of working in customer 
care  

o A current certificate in First Aid at 
Work 

o Experience of working in a visitor 
attraction 

 


