
 

   
  

 

JOB DESCRIPTION  
 

JOB TITLE DEPARTMENT 
Welcome Team Member with Retail Support – 
PART TIME 3-4 DAYS PER WEEK 

Retail/Reception 

PURPOSE OF THE JOB 
To be a highly customer focused and enthusiastic presence within the Welcome Team and 
embracing a retail element of the operation.  Responsible for an exceptionally welcoming, friendly 
and profitable customer service experience for visitors to the attraction as well as dealing with 
retail sales and stock in a proactive manner.  At all times, upholding the values of the company and 
the expectations and welfare of customers, staff and animals. To ensure that all visitors to the 
attraction have a fantastic experience every time.  
REPORTING TO DIRECT REPORTS 
Directors 
Manager 

None 

RELATIONSHIPS 
INTERNAL  
Directors 
Retail Team 
Catering Team 
Livestock Team 

EXTERNAL 
Customers and Visitors 
Suppliers 
Contractors 
Training Provider and tutor 

MAIN RESPONSIBILITIES 
 Successfully understand and deliver the aims of the business in order to deliver an 

exceptional standard of customer experience at all times by behaving in a highly 
professional, welcoming, warm and well-presented ambassador for the attraction at all 
times. 

 Successfully co-ordinating retail operations including stock, sales, display and trade show 
presence. 

 Warmly and professionally acknowledging every visitor within 30 seconds and providing a 
fantastic welcome to all visitors at all times using the practises and standards we advocate 
and work to which will be provided to you by your Supervisor or Manager.  

RETAIL 
 Act as ambassador of the gift shop, open and close retail operations as required and as per 

the needs of the business, adhering to opening and closing checks, paperwork and cashing 
up procedures and reporting 

 Accurately operate retail tills to minimise queues and ensure that all laid-down cash 
handling procedures are adhered to consistently, reporting any anomalies 

 Proactively and professional represent the business at Trade Fairs 2-3 times a year 
 Produce timely clear and accurate reports on performance of retail sales 
 Ordering and rotating stock in a mindful, time effective and sensitive, cost effective way to 

budget and in conjunction with Director’s advice. 
 Create and maintain attractive and creative displays of products on sale 
 Encourage and support upselling opportunities on all retail sales where appropriate or 

required to move and rotate stock in a timely manner 



 

   
  

 Be vigilant in awareness of security issues at all times 
 Planning for relevant products linked to season, occasion, celebration and events.  

Successfully run special events in retail such as promotions and anticipate special 
arrangements needed to accommodate events or promotions elsewhere in the park 

 Provide exceptional customer service and sales activities at all times 
 Liaise in a co-ordinated manner with suppliers, deliveries, welcome team, catering team 

and all other areas of the business, positively contributing wherever possible and 
appropriate 

RECEPTION  
 Accurately operate admission tills quickly and efficiently to minimise queues and ensure 

that all laid-down cash handling procedures are adhered to consistently, reporting any 
anomalies 

 Work professionally and supportively with the other Welcome team members to use the 
gift shop and café to maximum effect in order to enrich the visitor experience and create a 
friendly and harmonious working environment for all colleagues  

 Proactively upsell products, services and catering items where appropriate and 
advantageous in order to maximise revenue of the attraction 

 Accurately manage the pricing of stock and use of the till in the gift shop ensuring 100% of 
errors or discrepancies are reported to a supervisor or Manager as soon as possible to 
ensure financial reporting and compliance 

 Proactively ensure that the car park, Reception area, Gift Shop, Curly Tails Café 
and other spaces are kept safe, clean, tidy and well merchandised, with any potentially 
hazardous problems reported to a supervisor or Manager to ensure the enjoyment of the 
visitor to these areas 

 Proactively and efficiently operate the Annual Pass scheme, including the completion of 
membership forms by visitors and the provision of ticket price/admission information to 
encourage visitors to come again 

 Play an active part in Stock takes, co-ordinating team daily rotas and organising reception 
files, daily safety checks and other administration to maximise the smooth running of the 
attraction 

 Act as a brand ambassador for the attraction by presenting yourself in an engaging, 
professional and positive way 

 Play a part as a highly motivated, engaged and supportive member of the team by showing 
a willingness to assist colleagues and undertake training and to participate in programmes 
for self development  

HEALTH AND SAFETY and TEAM WORK 
 Look after your own health and safety as well as that of your colleagues and customers by 

being mindful and vigilant of the environment around you at all times 
 Effectively promote and encourage environmental improvement initiatives in place and 

motivate other staff on work procedures through constructive support and education as 
needed 

 Quickly and effectively report any accident or hazard immediately and in line with 
Company procedures 



 

   
  

 Provide timely and supportive assistance in all departments as necessary to ensure the 
smooth running of operations support colleagues and maximise attraction revenue and 
opportunities 

 Effectively contribute to the team by consistently following Company policies and 
procedures including employment policies and procedures 

 Undertake any other duties as assigned which reasonably fall within your skill set and 
which are required from time to time. 
 

QUALIFICATIONS 

 Satisfactory Enhanced DBS check 
 First Aid Qualification - Desirable  
 Good standard of general education 
 Qualification in customer service, customer care, retail or hospitality is desirable 

 
SKILLS & EXPERIENCE 

 Excellent interpersonal skills and the ability to communicate effectively using a range of 
media 

 Administration skills 
 Retail and/or sales skills 
 Responsibility for buying stock, managing stock and budgets 
 Skills or experience of working with young people/children in practical environment 
 Able to build rapport with young people of all ages, abilities and backgrounds 
 Awareness of the requirements of groups of children, young people and adults. 
 Able to prioritise own work load and manage this independently  
 Team work 
 Work experience in any similar setting  
 Time management 
 Ability to build good relationships with kitchen team and other team members 
 Be willing and capable of learning new skills and undertaking training to completion 
 Organisational skills including people management skills 
 Ability work under pressure during busy times 
 Ability to follow clear instruction and use own initiative when required 

 
PERSONAL ATTRIBUTES 

 Excellent communication skills 
 Ability to work hard and effectively to time restraints 
 Ability to engage and build up a good rapport with young people of all ages, abilities and 

backgrounds 
 Numerate to a high standard 
 Attention to detail  
 Problem solving 
 Team Work 



 

   
  

 Humour 
 Flexibility in tasks and roles and work times 
 Confidence drive and enthusiasm 
 Motivation 
 Multi tasker 
 Approachable and outgoing 
 Dedication and motivation 

 Highly presentable 
 

A job description is a written statement of the essential characteristics of the role, including the key responsibilities 
and the knowledge, skill and attributes to perform the job to a satisfactory level.  It is not intended to be a complete, 
detailed account of all of the duties required and the job holder may be requested to perform additional duties as 
required by the Company.  

 

 


