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JOB DESCRIPTION

VISITOR INFORMATION CENTRE (VIC) VOLUNTEER COORDINATOR
Overall Responsibilities:

To Coordinate the activities of the VIC volunteers at the Custom House, Ramsgate. 

Specific Responsibilities: 


· To organise the attendance rota for the VIC volunteers.  

· To recruit new volunteers.

· To liaise with the various local tourism organisations. 

· To arrange training for all volunteers and any new recruits. 

· To attend the VIC when required and provide information to the public in the VIC. 

The job description is provided to assist the post holder to know the main areas of responsibility. These maybe amended to include any other duties suitable to the grade of the post. 

Responsible to:

Town Clerk


Hours: 10 hours per week

PERSON SPECIFICATION

	Qualifications
	· Good numeracy and literacy.


	Essential

	Experience
	· Public facing and organisational work
	Essential


	Knowledge
	· Knowledge of Ramsgate and Thanet, geography and history.

· Ability to locate information of value to visitors to Ramsgate.

· Background knowledge of tourism matters. 
	Essential

	Skills and Abilities
	· Good interpersonal skills.
· Flexible attitude to work.

· Good communication skills.

· Ability to work in an organised and methodical way.

· Ability to work to deadlines. 
· Ability to use own initiative. 

· Good attention to detail.
	Essential

Essential

Essential

Essential
Essential

Essential
Essential
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