SOUTH WEST LAKES TRUST

JANUARY 2012

1.
JOB DESCRIPTION


1.1 JOB TITLE:
EAST CORNWALL GENERAL ASSISTANT 

1.2
SALARY: 
£10,118 - £14,000 per annum pro rata.

1.3
LOCATION:
Based at Siblyback Lake but will be required to work at other sites.  

1.4
HOURS: 
Averaging 32 hours per week throughout the year; up to 
40 hours per week on a flexible basis.  Normal working hours will include weekends, Bank Holidays and some evenings.

1.5
RESPONSIBLE TO:
Cornwall Area Manager

2. OVERALL PURPOSE

2.1 To assist at Siblyback Lake and 5 satellite sites with grounds and buildings maintenance, cleaning facilities, litter collection, health and safety checks, public liaison and car parking duties throughout East Cornwall.

3.
KEY TASKS AND RESPONSIBILITIES

3.1 Day to day site and grounds maintenance as directed, including grass cutting and shower/toilet cleaning.  Check play equipment and collect/dispose of litter.  

3.2 Day to day assistance with angling and watersports activities, as directed, 
maintaining, cleaning and preparing boats for the day

3.3 Liaising with and assisting the general public including enquiries and occasional telephone calls.

3.4 Checking permits and assisting with overseeing fish stock deliveries.

3.5 Writing weekly catch reports and dealing with angling enquiries

3.6 Ensuring proper care and maintenance of equipment, vehicles and facilities.

3.7 Servicing car park pay and display machines, cash handling and checking car parks.  Recording data from car park and people counters in agreed formats.

3.8 Supervision of voluntary assistants.

3.9 Practical conservation work, as directed.  

3.10 Take responsibility for health and safety of self, colleagues customers and contractors

3.11 Carry out such other duties as may reasonably be assigned by the Trust.

4
QUALIFICATIONS AND EXPERIENCE REQUIRED:

Essential:

4.1 Good team worker and able to work alone, adaptable and enthusiastic, with practical skills.

4.2 Thorough and conscientious worker with good cleaning skills

4.3 Ability to communicate well with colleagues, customers and an enthusiasm for assisting the general public. 

4.4 Good telephone manner.

4.5 Ability to swim

4.6 Basic IT skills

4.7 Ability to follow instructions

4.8 Willing to be trained

4.9 Current clean driving licence 

Preferred:

4.10 Customer care qualification e.g. Welcome Host.

4.11 Knowledge of game and coarse fishing. (Level I Angling Coach qualification)

4.12 Knowledge of water and land based recreational activities.  

4.13 Enthusiasm for conservation, wildlife and habitat management.  

4.14 Chainsaw and strimming certificate.

4.15 Experience in Fibreglass boat maintenance and repair

