
 

Job Description 

 

Post: Events Assistant Grade:  4 

 

Directorate: Operations  Location: WWT Castle Espie 

 

Reporting to: Learning Manager 

 

Main function of post: To assist in the provision of a range of informal learning activities including 

seasonal events and other family activities 

 

Supervisory responsibilities: None 

 

Hours worked: 15 hours per week 

 

Working pattern: 2 out of 7 days will be worked on a rota basis to include weekends and bank 

holidays. 

 

Please note that this post is to cover a period of maternity leave and is expected to continue for a 

period of up to 12 months.  

 

Main duties of the post 

1. To provide family activities and events as directed.  This involves learning the relevant key 
information to give to visitors, and ensuring that these activities are carried out according to our 
company policies and risk assessments. 

 

2. To ensure that all visitors receive excellent customer care, whether in person, or on the telephone.  
To react to any enquiries in a positive manner and ensure that the relevant department is informed 
of any complaints. 

 

3. To assist with the implementation and provision of aspects of informal learning such as seasonal 
events i.e. Half-terms, Easter, Bank holidays, Summer holidays, Halloween and Christmas and with 
weekend learning activities. 

 

4. To assist with the administration of the learning department including rotas and other administrative 
tasks when required by the supervisor. 

 



5. To act as the first point of contact for casual education staff or volunteers in the absence of the 
Learning Manager or when deemed necessary. 

 

6. To work effectively as a team member in conjunction with other staff, volunteers and other 
departments.  To ensure excellent customer service internally as well as externally. 

 

7. To adhere to all WWT Castle Espie Health & Safety regulations, ensuring that all visitors enjoy their 
visit safely. 

 

In addition to the duties and responsibilities listed, the post holder is required to perform any other 

reasonable duties that may be assigned by the supervisor shown above, from time to time. 

Date raised: December 2018 Amended:  



Person Specification 

1. Qualifications 

Essential:  

 Educated to GCSE standard (A-C) /NVQ Level II (including Maths & English) or equivalent 

Desirable: 

 A teaching certification – PGCE or equivalent 

 Current First Aid certification 

Experience 

Essential:  

 Experience in a customer facing environment 

 Experience working with young people and families 

 Experience working in the outdoors 

Desirable:  

 Experience of working within a busy visitor attraction 

 Some sales experience. 

3. Managerial & Supervisory 

Essential:  

 No supervisory or managerial responsibilities 

 

Type of staff Number managed Number supervised 

Employed Staff 0 0 

Volunteers / Casual Workers 0 0 

Contractors 0 0 

4. Responsibility 

Essential: 

 Occasional cash handling involved 

 Ability to work under general work instructions 

 Ability to use initiative and take responsibility for own actions when dealing with the public. 

 Ability to follow, and ensure health and safety procedures are adhered to. 



 

 

Levels of Responsibility: 

Type of Responsibility Level (£’s) 

Expenditure (exc. payroll) £0 

Cash Handling £50 

Assets (required for job, exc. buildings) £0 

Visitors (per annum) N/A  

5. Creative Ability 

Essential: 

 Although work is generally of a routine nature the ability to be creative is required. 

 Ability to deliver clear instructions regarding how to engage with the activities on offer. 

 Ability to encourage learning through various means and mediums. 

 Ability to manage visitors when participating in activities. 

Desirable:  

 Some training or skills set in the dramatic arts. 

6. Contact 

Essential: 

 Must be able to work well with people as this job is a front line position that involves interacting with 
all of our visitors and staff. 

 

 

General Notes 

An interest in nature and the environment would be a distinct advantage.  An enthusiastic, friendly 

and customer-focused attitude is essential. 

 

 


