Greyfriars Kirk

Job Description – Part time Visitor Welcomer (VW)
1
Purpose of the Role
The role of Visitor Welcomer has been created to assist with visitor opening during weekdays and occasional Saturdays. The Kirk is open to visitors between February and early December and expects about 90,000 people annually. The specific purpose of the Welcomer is to greet and orientate each visitor; invite them to look around the Kirk, museum and the shop. The Visitor Welcomer will follow a script to encourage donations and ensure consistent greeting standards are maintained. The Visitor Welcomer will report to the Operations Manager.

The Operations Manager or his representative will be the Kirk’s first point of contact for all matters concerning the smooth running of visitor opening. 

2
Expected outcomes for the role by which performance can be measured

a) A positive level of visitor (customer) feedback via the visitors book and/or social media,

b) A friendly and positive greeting at the Reception desk, 
c) Increasing/repeat visitors. 
   
3    Key Tasks and Responsibilities

a)    You will welcome visitors to the Kirk and follow a reception greeting script.     
b)    You will be the first point of contact for visitors and offer information about the Kirk.  
c)    You will oversee the Kirk souvenir shop and operate the till desk that takes cash and card payments. 
d)    If asked and willing, you will host booked tours about the Kirk.
e)    In preparation for daily opening, you tidy the sanctuary and undertake basic cleaning tasks.  
f)    Briefing the Operations Manager of any incident during visitor opening that may lead to adverse feedback
g) Other non-technical tasks associated with visitor opening and other events. .
  
4       Training

a) Basic orientation and on the job training will be provided.  
b) Attendance at Kirk-arranged first aid and safety courses,
c) Self help with reading Kirk-related books and guides.  



5
Main Terms and Conditions

Location

Greyfriars Kirk, Edinburgh EH1 2QQ
Reports to

Operations Manager 
Salary


£11.44/hr (wef 1 April 2024 – National Living Wage)
Annual Leave

112 hrs/pa (pro rata from joining)
Pension

4% Peoples Pension
Hours


20 hrs/week, 5 days/week (usually Mon-Fri)
Dress


Smart turnout and bearing  
