___________________________________________________________________

Job description

	Date:
		25 July 2023


______________________________________________________________________

	Department:

Post Number:
	City and Neighbourhood Services 

SPBGC002


	Section:

	Open Spaces and Streetscene

	Job title:

	Botanic Crew (Tropical Ravine)

	Grade:
	Grade 2


_____________________________________________________________________

Main purpose of job

To be responsible to the Open Spaces and Streetscene Supervisor for the operation of “all front of house” and customer service duties including admissions at the Tropical Ravine

To be responsible to the Open Spaces and Streetscene Supervisor to ensure a high standard of customer service and cleanliness on the site.

























Summary of responsibilities and personal duties

1. To deal with visitors entering the relevant site, signposting, providing venue information, conducting tours, receiving fees for admission and to participate in all Tropical Ravine promotions.

2. To assist and take part in the organization of promotional campaigns, events and activities.  To assist in the preparation of display material for exhibitions and education projects.

3. To carry out all duties required in the commercial activities including selling goods, maintaining and checking stock levels to satisfy customer needs, receiving and checking goods inwards, signing delivery notes pricing and merchandising as required.  To ensure service and stock levels maximise sales and comply with Trading Standard regulations.

4. To maintain cleanliness levels on the site including glass panels. Removing waste and disposing of packaging and other materials in accordance with council procedures.

5. To undertake general and specific cleaning duties, individually or as part of a team throughout all parts of the site; for example, the sweeping, mopping, polishing, litter picking and other relevant duties, of all public and staff areas, and toilets.  To operate and use mechanical and electrical cleaning.

6. To undertake general and specific portering duties as directed, for example, dismantling, maintenance and storage of seating and equipment. 

7. To be responsible for allocated cash floats and the operation and cashing up of allocated tills and reconciliation of cash at point of sale in accordance with council procedures.  To perform appropriate end of day procedures.

8. To act promptly upon all comments and complaints in a positive and friendly manner and in accordance with council procedures. 

9. To assist with first aid, recording accident or incident details, filling out accident or incident reports, recording accidents and reporting all incidents to management through appropriate channels.

10. To carry out all work in accordance with Health and Safety legislation and all council policies and regulations. 

11. To open and close the building in line with operating hours.

12. To complete the fire log on a daily basis and carry out safety checks and faults to assist in the management of devices.

13. To participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

14. To act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

15. To undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

16. To undertake such other relevant duties as may from time to time be required.

This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.
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___________________________________________________________________
	
Department:

	
City and Neighbourhood Services


	Post Number:

	SPBGC002


	Section:

	Open Spaces and Streetscene

	Job Title:

	Botanic Crew (Tropical Ravine)

	Grade:

	Grade 2


__________________________________________________________________

Essential criteria

Applicants must, as at the closing date for receipt of application forms, be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following areas:

a) assisting with the organisation of promotional campaigns, events and activities within a horticultural environment; and
b) carrying out cleaning duties and portering duties, for example, setting up, dismantling and maintenance of seats and equipment and use of cleaning equipment

Desirable criteria

[bookmark: _Hlk222492636]In addition to the above experience, Belfast City Council reserves the right to shortlist only those candidates who, as at the closing date for receipt of application forms, can demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in the following area:

c) dealing with enquiries from members of the public in person.


Special skills and attributes

Applicants must be able to demonstrate, by providing personal and specific examples, evidence of the following special skills and attributes which may be tested at interview:

Communication skills: the ability to communicate effectively both verbally and in writing.

Customer care skills: an understanding of the principles of customer service and an awareness of the importance of responding to the needs of customers and creating a good impression and to enhance and protect the image of Belfast City Council;

Health and safety awareness: An understanding of the health and safety responsibilities attached to the post to ensure the safety of council employees and members of the public.

Team and lone working skills: The ability to work well both individually and as part of a busy team; and a conscientious and hardworking approach to work.

Technical knowledge: An understanding of how to use cleaning equipment and chemicals appropriately.

Numerical skills 
Good numerical skills with the ability to undertake cash reconciliations, numerical computation and manual stock taking duties.
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