JOB DESCRIPTION 
JOB TITLE:   

Visitor Services & Sales Administrator
REPORTING TO:    
Marketing Manager
LOCATION:

 
John Montagu Building, Beaulieu
HOURS:


25 hours / week
______________________________________________________________

Background:
The Marketing Department is responsible for the marketing and public relations of the Beaulieu Estate with its attractions, Beaulieu, Buckler’s Hard and the Beaulieu River. In addition, the department is responsible for supporting with events and the exploration of wider business opportunities.

The department comprises of the Marketing & PR, Distribution and Print & Graphics staff. 

Job role:
To provide administrative support to the Marketing and PR team as directed, and coordinate the administration of the group sales process. The role will report to the Marketing Manager on a day to day basis.
Main Duties: 
Administrative
· To answer general enquiries from the public via the visitor information phone line, online via visitor information email inboxes and through social media messaging. 
· To be responsible for the coordination and processing of sales via our group and accommodation partner channels using the new booking process, with the support from the wider marketing team, education officers and front of house team. 
· In consultation with the Marketing Manager, to respond to customer complaints. To include regular monitoring and responses to comments (positive and negative) on TripAdvisor across all brands (this currently comprises two – Beaulieu and Buckler’s Hard).
· To process mail-outs as required, including press launches and event hospitality.
· To process customer feedback surveys on a regular basis ready for presentation at management level. 
· To provide administrative support to the team to include, invoice processing, filing, and website and telephone checks.
Other
· To undertake any other reasonable tasks as requested by the wider Marketing department. 
Person Specification

	
	Essential
	Desirable

	Qualifications
	· A-Level or equivalent.  

	

	Experience
	· Working in a customer service environment as part of a team.
· Communicating verbally and in writing with customers.
· Administrative work requiring good levels of organisation and time management
· Working with data in spreadsheets and running mail merge campaigns. 

	· Sales administration experience 

· Experience with managing and operating online booking systems.  

	Skills & Knowledge
	· Competent user of Microsoft Office packages.
· Good organisation and time management skills.
· Excellent communication skills with a high competency in written English, with an eye for detail.

· Good telephone manner, confident in both making and receiving calls.
· Familiar with social media platforms. 


	· Driving licence.




Salary:  £18,000 per annum pro rata (0.67 FTE will be £12,000 pa)
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