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Clockwork Dreams Limited
Job Description Form


	Job Description

	Job Title:
	SENIOR CUSTOMER SERVICE ASSISTANT (SCSA)

	Job Reference:
	SCSA04

	Department/Location:
	BOOGLE’S BARN, MALPAS

	Reports to:
	CUSTOMER SERVICE SUPERVISOR/ASSISTANT MANAGER/MANAGER

	Staff Responsibilities:

· All the responsibilities of a CUSTOMER SERVICE ASSISTANT (see Job Description form CSA03)
· Management of CUSTOMER SERVICE ASSISTANTS.

	Hours of work:
	5 days over 7, 9am to 8pm
Hours in accordance with duty rota’s

PERMANENT, CASUAL, PART-TIME or FULL-TIME

	Salary Range:
	To £6.25 per hour gross, dependant on age and training level

	Benefits (over statutory):
	

	Summary of Position: 

This is a responsible role. Senior Customer Service Assistants are responsible for attending in all areas of the play-barn. An SCSA may have a mixture of duties in any one day and are expected to cover and move between each of the areas that they have training in according to the Duty Rota’s and the direction of senior staff.
Once an SCSA is trained in all of the PRIMARY RESPONSIBILITIES they can progress to a CUSTOMER SERVICE SUPERVISOR should that role become available.

The pay will be built up according to how many of the PRIMARY RESPONSIBILITIES an SCSA has been trained in (and successfully completed a probationary period in that area). There will be an increase in pay scale with each responsibility.


	Primary Responsibilities

	Shop Attendant
	Includes the responsibility for kiosks and arcade machines. Responsible for notifying maintenance requirements in Retail Area and notification of stock levels. Training will be provided.


	Karting Attendant
	Responsible for the running of the Karting area. This includes setting up Grand Prix parties, working the Karts and other Karting equipment (including ensuring Karts are charged). Responsible for notifying maintenance requirements in Karting Area. Training will be provided.


	Café Attendant
	Serving and food preparation in accordance with defined menus or pre-prepared food, taking orders and payment. Cooking food in accordance with menu procedures, notification of stock levels. Preparation of buffet and party food. Takes instructions from the Chef. Food hygiene trained. Training will be provided.


	Reception
	Responsible for taking payments on entry, supervising entry and exit, taking bookings, managing lockers and buggy park, monitoring cameras and dealing with customer issues. Responsible for answering the phones and general concierge/welcoming duties for customers. Responsible for notifying maintenance requirements in Soft-Play Area. Training will be provided.



	Personal Specification

	
	Essential
	Desirable

	Qualifications & Training
	· HSE (training will be provided)
· Food Hygiene (training will be provided)
	· NVQ in retail



	Experience
	
	· Experience of working in retail sector
· Experience of working in leisure sector

· Experience in working in Café environment

· Experience in Family Entertainment Centre

· Working with the general public

· Stock management



	Qualities and Attitude
	· Good communication skills
· Flexible work
	

	Product Knowledge
	
	· Working with EPOS tills



	Competencies (to be assessed during the recruitment process)

	Expertise in Role
	Problem Solving, Judgement & Decision Making

	Effective Communication & Impact
	Performance Management & Development

	Internal & External Customer Focus
	Leadership & Motivation

	Planning, Organising & Project Management
	Working with Others / Teamwork

	Continuous Improvement & Quality
	Proactive Approach

	
	

	Prepared by

	Name: 
	Jolyon Grace
	Signature: 
	
	Date:
	1/3/2006

	Title and/or Department:
	DIRECTOR
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