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PERSONAL SPECIFICATION

APPLICATION PROCESS & CONTACT DETAILS
To apply please forward an application form to human.resources@glasgowsciencecentre.org

Current vacancies can be found on our website: www.glasgowsciencecentre.org

Postal address: Human Resources, Glasgow Science Centre, 50 Pacific Quay, Glasgow, G51 1EA


	VOLUNTEER ROLE: Birthday Party Co-Ordinator
	DEPARTMENT: Customer Experience
	LENGTH OF PLACEMENT: At least 1 day per month - ongoing basis
	VOLUNTEERING HOURS: 10.30 - 16:30
	THERES MORE: 
	RESPONSIBLE TO: Duty Managers/Supervisors
	main duties: - To welcome birthday party visitors in a friendly and hospitable manner and maintain GSC's     customer service promise to a 5 star standard.
- To assist the birthday party groups on arrival and throughout their visitor experience, re-iterating health and safety procedures to groups.
- To act as co-ordinator by being point of contact for birthday party guests, explaining their itinerary and lead them through their planned activities.
- To ensure the work area is clean and tidy, helping to provide a safe and welcoming environment for all visitors.
- To organise set up decoration of lunch room, the storage of presents and ensure party bags are prepared.
- Co-ordinate timings with F&B and ensure that F&B have put provisions in place for lunch etc.
- To assist with departure, distributing party bags and helping party organizers to the car with the presents etc.
- To work within the standards of the Glasgow Science Centre's health and safety policy and participate in training as required to effectively and efficiently carry out your role.
- To carry out other reasonable duties/tasks as required helping achieve the mission of Glasgow Science Centre i.e. queue busting, clearing tables etc.
 
	purpose of role: Our volunteers support the mission of Glasgow Science Centre by enhancing visitor's experience and providing a fun and welcoming environment within a leading 5 star Scottish Tourist Attraction. 

We are looking for volunteers to join the customer experience team to specifically assist with the support and delivery of children's birthday parties at Glasgow Science Centre by acting as co-ordinator on the day.
	personal specification: Excellent oral communication skills.
Ability to engage well with children.
Excellent team-worker.
Strong organisation skills with excellent attention to detail.
Readiness to learn and to contribute ideas where appropriate.
Ability to remain calm in difficult situations and when under pressure.


