VISITOR CENTRES LTD.
APPLICATION FORM
	POSITION APPLIED FOR: RETAIL & ADMISSIONS SUPERVISOR

	The following information will be treated in the strictest confidence

	Personal

	(Please complete this section in BLOCK CAPITALS)

Where YES/NO option please circle answer.

	SURNAME:

	FIRST NAME:

	DATE OF BIRTH:

	ADDRESS:

	

	POSTCODE:                                                      

	DAYTIME TELEPHONE NUMBER:

	EVENING TELEPHONE NUMBER:

	MOBILE TELEPHONE NUMBER:

	EMAIL ADDRESS:

	FULL DRIVING LICENCE:        Yes/No                                 Endorsements:       Yes/No

	If YES to Endorsements please give further details including dates:

	Are you involved in any activity which might limit your availability to work or your working hours

e.g. local government?      Yes/No

	If YES please give full details:

	Are you subject to any restrictions or covenants which might restrict your working activities?    Yes/No

	If YES please give full details:

	Are you willing to work overtime and weekends if required?   Yes/No

	Please give details of any hours which you would not wish to work:

	

	Have you any convictions (other than spent convictions under the Rehabilitation of Offenders Act 1974)?
Yes/No

	If YES please give full details:

	If offered employment, you will be required to complete a Pre-Employment Medical Questionnaire. 
Are you prepared to undergo a medical examination before employment?        Yes/No

	Have you ever worked for this business before?      Yes/No

	If YES please give details:

	Have you applied for employment with this Company before?       Yes/No

	Do you need a work permit to take up employment in the U.K.?    Yes/No

	How much notice are you required to give to your current employer?

	Education

	Schools attended since age 11
	From
	To
	Examinations & Results

	
	
	
	

	College or University
	From
	To
	Courses & Results

	
	
	
	

	Further Formal Training
	From
	To
	Diploma/Qualification

	
	
	
	

	Job related Training Courses Name of Organisation
	Date
	Subject

	
	
	

	Please give details of membership of any technical or professional associations:

	

	

	

	Please list languages spoken and the level of competence:

	

	

	Employment Details

	Please give details of your past employment, excluding your present or last employer, stating the most recent first.

	Name and address

of employer
	Dates


	Position held/Main duties


	Reason for leaving



	
	
	
	

	Present or Last Employer

	Are you currently employed?              Yes/No

	Name of present or last employer:

	Address:


	

	Telephone number:



	Nature of business:



	Job title & brief description of duties:



	

	

	Reason for leaving:



	

	

	 Length of service:                              From:                                           To: 
 

	Interests, Achievements and Leisure Activities

(e.g. hobbies, sports, club memberships)

	

	

	Supplementary Information

Please set out below any further information to support your application

(e.g. past achievements, future aspirations, personal strengths)

	

	

	

	Declaration

	I declare that the information given in this form is complete and accurate.  I understand that any false information or deliberate omissions will disqualify me from employment or may render me liable to summary dismissal.


	I understand these details will be held in confidence by the Company, for the purposes of ongoing personnel administration and payroll administration in compliance with the Data Protection Act 1998.  I undertake to notify the Company immediately of any changes to the above details.

	Signed:

	PRINTED:

	Date:

	References

	Please give the names of two people (one of which should be your present or most recent employer) whom we may approach for a reference.



	Can we approach your current employer before an offer of employment is made?      Yes/No

	Name:
	Name:

	Position:
	Position:

	Address:
	Address:

	
	

	
	

	Tel. No:
	Tel. No:

	Source of Application

	Please specify where you heard of this vacancy?
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JOB DESCRIPTION

JOB TITLE:

            Retail & Admissions Supervisor
RESPONSIBLE TO:
            Retail & Admissions Manager

                                                   Senior Retail & Admissions Supervisor

JOB AIMS:       
            To lead by example; Staff motivation; Planning to achieve objectives; 

                                                   communication; Teambuilding and performance management. Develop 

                                                   your own skills as well as identify and develop the skills of others; Technically 

                                                   proficient; Seek responsibility and take responsibility for your actions 

COMMITMENT TO EXCELLENCE


Every team member is expected to ensure that the visitors comfort, satisfaction and well-being is catered for in a 

friendly, helpful, efficient and personalised manner at all times in order to deliver a first class customer experience

MAIN DUTIES & RESPONSIBILITIES

· Lead by example

· Be competent in both Word & Excel programmes to produce and examine data

· Develop your own skills as well as identify and develop the skills of others 

· Floor Management

· Ensure the smooth running of Reception, both Retail Outlets and Bamboozeleum

· Support a culture of continuous improvement within the Operation

· Implement departmental standards
· Deliver a first class customer experience
· Open and close all areas of responsibility

· Keep an awareness for security issues and safety of personnel at all times

· Ensure all banking’s and cash requirements are met

· Recommend measures for improving work procedures and colleague performance to increase service quality and enhance job safety

· Undertake customer service, sales activities and any activities to include Reception, Retail & Bamboozeleum as required to ensure service standards are always met and sales opportunities maximised

· Develop departmental objectives, targets, policies, procedures and strategies

· To collaborate with all other departments regarding Retail & Admissions in relation to other departments

· Support all objectives set by the Retail & Admissions Manager

TEAM SUPERVISION

· Develop a sense of accountability, ownership and responsibility in team members

· Train staff in relevant duties including Health & Safety while maintaining training records

· Conduct supervisory activities, such as creating work schedules and organising employee timesheets in the absence of the R&A Manager 

· Ensure tasks are understood, supervised, and accomplished

· Support induction training, day to day training and supervision of all team members

· Train team members as a team and develop team spirit

· Assist in the training and mentoring of all team members by:

· identifying team members strengths

· developing them

· evaluating staff and giving feedback 

· Work to agreed targets set in order to:

· maximise customer engagement and experience

· increase sales

· increase membership

· Communicate and give feedback to team members

· Conduct meetings and collaborate with relevant colleagues regarding the day ahead

· Ensure welfare of staff members, breaks etc.

· Assign duties, responsibilities and work stations to employees in accordance with each days requirements

STOCK AND DISPLAY MANAGEMENT

· Assist in running the operation of Reception, Retail & Bamboozeleum, including the ordering of stock

· Ensure invoices and delivery notes are processed correctly

· Continually monitor visual merchandising displays, improving as required

· Inspect deliveries, equipment and work areas to ensure efficient service and conformance to standards

CUSTOMER CARE

· Promote good customer and public relations at all times

· Handle customer enquiries 

· Resolve & feedback customer complaints and outcomes

· Take feedback; manage and report back complaints, comments and compliments

· Have a thorough knowledge of all Landmark Forest Adventure Park facilities and of the local area

· Ensure customers depart feeling that we have valued their business

PRODUCT KNOWLEDGE/NEW DEVELOPMENTS

· Maintain good product knowledge and awareness of current trends which may impact sales revenue

· Develop strong product knowledge in order to be able to conduct staff briefings

· Support a culture of continuous improvement across all activities

ACCOUNTING PROCEDURES

· Accurately process Admission and Retail sales through the tills

· Follow security and cash handling instructions at all times to ensure the safe transfer of money between tills and safes

· Perform various financial activities, such as cash handling, banking preparation, rostering and payroll

· Analyse operational problems, such as till shortages, till overages, theft and establish procedures to alleviate such incidents 

· Record other documentation e.g. ledger, discounts, vouchers

GENERAL DUTIES

· An intrinsic element of working in Retail is the ability take delivery of stock; unpack and process     deliveries; manoeuvre stock between the shop floor, storage areas and other Retail Outlets within the  Park on a daily basis 
· Wear the uniform provided by the company, maintaining a high standard of work, cleanliness and hygiene

· Check duty roster and sign for actual hours worked

· Report any defects, damage, theft, breakages or hazards

· Ensure welfare of staff members, breaks etc.

· Be thoroughly familiar with fire evacuation procedures. In particular comply with your specific responsibilities in the event of a fire

· Report, record and hand over any lost property to the Gift Shop

· Adhere to the company’s Code of Conduct and comply with the policy on Health & Safety

· Carry out all duties in a safe manner having regard to the health and safety and welfare of self, other members of staff, customers and other persons on the premises

· Respect and maintain the confidentiality of Landmark business 

· Undertaking such other duties as may be assigned by Management

· To implement all Standards as introduced to the Department

All company employees are required to make themselves available for training and communication meetings, for which advance notice will normally be given  
2019
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