
                                                                                                                                   
 
 
 
 
 

FRONT OF HOUSE COORDINATOR 
(January 2021) 

 
The job profile of responsibilities and key tasks provides an outline of the main aspects of the role,     

though not intended to be limiting in their nature. Some tasks may be amended and/or reallocated, by 
agreement with the other front of house team members. 

 
Post specification 

 
Responsible to The Board of Gairloch & District Heritage Company Ltd  

through the Commercial Operations Group (COG) 
Location Gairloch, Wester Ross. IV22 2BH 

Working pattern 8 hours each week with the potential of additional hours during the summer 
season 

Pay rate £11 per hour  

Terms and conditions The post holder will work to the relevant Museum Policies and Guidance: 
1. Equality and Diversity; 2. Safeguarding; 3. Health and Safety & 
Emergencies; 4. Environmental Sustainability; 5. Personnel (Employed staff – 
as appropriate to the role); and within the agreed Contract of Employment 

 
Responsibilities 
 

Key Tasks  
 

 
A: To manage 
operational activities for 
Museum opening/ 
closing and to oversee 
Health and Safety 
requirements for all 
users 

 
❖ Open/close the building, ensuring set up for trade and/or secure 

closure at the end of the day (in liaison with other Museum 
staff/Board members) 

❖ Act as Duty Manager as required (in liaison with other Museum 
staff/Board members) 

❖ Be conversant with and monitor building emergency procedures and 
the fire evacuation process when on duty 

❖ Ensure that all work is carried out with due regard to health and 
safety and equality and diversity policies 

❖ Support and supervise cleaning of the building to the required 
standards, including replenishment of supplies 

❖ Ensure that the essential routine maintenance contracts are 
implemented on schedule 
 



 
B: To organise, 
supervise, support and 
train volunteers who are 
‘Front of House’ in 
fulfilling their customer-
focused duties 

 
❖ Support the volunteer rota, including arranging short-term cover if 

necessary 
❖ Undertake induction and ongoing training for volunteers in delivering 

their role as ambassadors for the Museum and fulfilling the duties 
specified in their job profile  

❖ Support and train volunteers in understanding and using the Epos 
systems and procedures 

❖ Provide information to volunteers and visitors relating to the 
Museum, its stories, galleries, shop and café as required 

❖ Support volunteers in welcoming visitors, assisting customers with 
their purchases, enquiries and requirements across the Museum, 
shop and information services, ensuring high customer-service 
standards at all times 
 

 
C: To ensure that 
operational activities, 
including cash handling, 
stock management and 
the IT/Epos systems are 
handled efficiently and 
appropriately 
 

 
❖ Monitor and support the delivery of general administrative 

procedures  
❖ Set up/close down IT/Epos systems, ensuring accuracy in cash 

management and report generation 
❖ Confidently use Epos system and procedures relating to all 

transactions and payment methods for sales and returns 
❖ Ensure that shop information and stock is accurately priced and 

merchandised to maximise sales potential and support the delivery 
of the sales targets set by the business 

❖ Monitor stock levels for the office, shop and reception areas, 
replenishing stationery, internal printed material (including 
information leaflets and notices) and other basics as necessary, and 
liaise with the retail team to order shop stock as required, recording 
and monitoring orders, invoices and deliveries 

❖ Ensure the routine servicing for office and reception area equipment 
is delivered according to contracts, and that repairs, when required, 
are organised in a timely manner 
 

 
D: To contribute to the 
broader work of 
Gairloch Museum  

 
❖ Identify and undertake training as available which would contribute 

to the development of the administrative and personnel aspects of 
the role 

❖ Undertake reading and talking to those with knowledge of the history 
of the area to increase own understanding of local heritage 

❖ Inform and work with the Museum Board and relevant working 
groups, particularly COG (Commercial Operations Group) by 
providing monitoring and development reports on request. 
 

 



APPLICATIONS 
 

If you require further information about the advertised position please email 
secretary@gairlochmuseum.org  

 
Your application should include a covering letter outlining your skills and experience relevant to the 

post, Curriculum Vitae and the details of two referees and should be submitted by email to 
secretary@gairlochmuseum.org 

 

The closing date for applications is Friday 12 February. 
Interviews are scheduled to be held in Gairloch in the week commencing 22 February. 

Only candidates invited to interview will be notified. 
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