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FRONT DESK AND PUBLICITY OFFICER

JOB DESCRIPTION 

Full Time (inc one Saturday per month) 

NJC salary scale points 7-12 (£26,403-28,598) per annum depending on experience and qualifications.


Main Duties and Responsibilities

This is an important role for the Town Council as the successful person will be the first person that many people meet when visiting or interacting with the Town Council and/or Pontypridd Museum as we continue our aspiration to be more community focused. 

The role would suit an individual who is used to and enjoys interacting with individuals and visitors to organisations. The successful individual will have a positive outlook and disposition and be able to display a friendly demeanour. 

The individual will be expected to work closely with the Office and Museum teams, and it is possible that the role may be suitable for job share. 

They will be the first point of contact at the front desk and will also complete our marketing, social media and website functions as well as managing the small Museum gift shop. 


Line Manager

Assistant Town Clerk


Supervisory Responsibilities

None



Specific Responsibilities

1) The successful individual will ensure the front desk is always covered and answer incoming telephone calls diverting them to the appropriate person. Full training on the telephone system will be provided. 

2) Ensure visitors sign the visitors book, offer hospitality, and notify the staff member when visitors arrive.

3) Greet visitors to the Museum, ensure their experience is friendly and offer any assistance required. A knowledge of basic Welsh or a willingness to learn would be an advantage but is not essential.

4) Assist staff in ensuring that the building is prepared for users of the space e.g. ensuring that rooms are set up to specific requirements in terms of seating and refreshments. 

5) The role will manage the small Museum gift shop, regulate stock levels, purchase stock and help to develop the shop online.

6) Excellent IT skills along with a confidence in working with Microsoft Office is essential and experience of updating social media platforms and websites is advantageous. Full training will be provided.  

7) Experience of creating publicity for events, festivals and workshops using Canva and other publicity sources would be desirable. Full training will be provided.

8) To attend training courses relevant to the role as required by the Assistant Clerk and/or the Town Council.

9) To be a registered key holder for alarm and security purposes.

10) The person will need to work at least one Saturday per month on a rota basis to enable the museum to open 6 days a week. This role will also require occasional weekend and evening working in line with events and business need. 

11) To meet Health and Safety requirements by taking care of self and others and to work within the Town Council’s policies and procedures. 

12) To undertake other tasks considered appropriate by the Assistant Clerk and Town Council having regard to the salary scale.
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