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Chedham’s Yard is a former 19th Century blacksmith's & wheelwright's workshop in Warwickshire. Our aim is to develop the Yard into a centre for active heritage and education whilst maintaining its unique charm for both our community and for visitors. www.chedhamsyard.org.uk
Overall Purpose of Role
Chedham’s Yard will be opening as a heritage attraction in spring 2012. We are looking for a team of friendly people who are excellent communicators to greet visitors at our ticket office. Provide a welcoming presence and deal with visitor enquiries and needs. 
Typical Tasks Include:
· Greeting visitors on arrival and processing their pre booked tickets.
· Delivering excellent customer service including answering visitor enquiries.

· Cash handling and using a till. 
· Using our computer booking system.

· Carrying out general administration tasks.

· Communicating via walkie talkie with other volunteers e.g car parking volunteers.

· Keeping the ticket office area clean and tidy. 
· Being aware of and, where appropriate, implementing emergency fire, evacuation and accident procedures and the Trust's Health and Safety Policy. 

· Undertaking such other appropriate assistance in relation to the volunteer role.
Benefits
· To receive training and develop new skills

· To work as part of a team and meet at variety of people
· Gain a sense of achievement from helping deliver a community project
Time Commitment
· The Yard will be open to the general public from Spring until September/October from 10am until 5pm on Saturdays, guided tours will be offered to booked groups on weekdays. 
· Volunteers will be needed on Saturdays for a full or half day time slot and other days by arrangement, when groups are booked.

Recruitment Process
· Once we have received your application you will be invited to an informal interview.
Other Information

Volunteers must agree to:

· Report any concern to the Heritage Project Officer, or supervisor.

· Endeavour to take part in relevant training.

· Adhere to the Volunteer agreement, and Volunteer Policy.

· Comply with, and implement, the Equal Opportunities Policy and procedure, together with all other agreed policies and procedures of Chedham’s Yard Trust.
Volunteer Role Description





Role Title: Volunteer Ticket Office Assistant


Reporting to: Heritage Project Officer/Volunteer Co-ordinator








