JOB DESCRIPTION

SDC Assistant (maternity cover)
Responsible to:
WDC Visitor Manager

Location:

Scottish Dolphin Centre, Spey Bay

Hours:

35 hours p/w including occasional  weekend work and 

evenings
Salary:
 
£15,863
Dates:


1st November 2019 – mid June 2020
Job Summary:
To support the Visitor Manager and Trading Manager in the day to day running of the Scottish Dolphin Centre 
Key Responsibilities:
1. To perform administrative tasks in the SDC office including
· Answering enquires through telephone calls and by email 
· Cash handling and banking. Use own transport to go to the bank (expenses reimbursed). 

· Assisting with stock control; checking and unpacking stock

· Packing online shop orders 

2. To support front of house staff and volunteers to ensure a high quality visitor experience to all visitors at the WDC Scottish Dolphin Centre. 
· Assist in front of house during busy times, when short staffed or to cover lunch breaks 
3. To assist the Visitor Manager in the daily management of the SDC’s social media platforms and general marketing of the Centre 

· Planning of and then scheduling posts about SDC activities, events and promotions 

· Creating marketing materials for activities and events

· Adhoc event organisation 

4. Carry out maintenance work around the Centre, including gardening and painting, as well as other duties as and when required. 
5. To assist with other WDC work as needed.
PERSON SPECIFICATION

SDC Assistant (maternity cover)










      Essential
      Desirable
       Test @

Experience

Proven experience in a public-facing role 



X



AI

Proven experience in administrative tasks including cash handling
X



AI

Experience of managing social media platforms


X



AI

Experience of organising events






X

Working with volunteers








X

AI

Skills and Abilities
Excellent verbal communications skills 



X



I
Excellent written communication skills






X

A
Ability to work effectively as part of a team



X



AI
Excellent administrative skills





X



AI

Flexibility in the work place





X



I

Ability to thrive in a busy office with changing priorities

X



I
Knowledge
Excellent working knowledge of MS Office suite


X



AI
Knowledge of social media campaigns and marketing


X



AI

Knowledge of Adobe Indesign







X

AI

Qualifications/Education/Training

Full driving license and own transport




X



A

Other requirements
Sympathy with WDC’s values and objectives



X



AI
Willingness to travel and work weekends



X



I

[Key: A=application form, I=interview]

