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our ref


your ref



please ask for



direct dial
 01473 433402
email


Dear Applicant

RE: Customer Experience Apprentice





Post Ref: 
Thank you for your interest in the above post.  Please find enclosed in this application pack the following documents:
· Application Form and Guidance Notes

· Job Description

· Person Specification

· Service Overview
Application Form:

The application form plays a key part in our selection process. We use the information you provide to shortlist for interview. 

You are urged to ensure that all the information contained in your application is relevant and that you demonstrate how you meet the criteria on the person specification. Please use the person specification for guidance when filling in the application form.

References: If successful at interview, Ipswich Borough Council will seek to obtain two employment references. Wherever possible the name of your first referee must be from current employment/education and the second from either current or former employment/education. If you cannot provide an “employment” reference please contact the HR Team at Ipswich Borough Council for further assistance.
If you have any recruitment queries, please do not hesitate to contact us on 01473 433402.  Please leave your name, number and brief details of your question and a member of the recruitment team will call you back.
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Ipswich Borough Council

Job Description: X37

Customer Experience Apprentice
Commercial Development
MAIN PURPOSE OF JOB

To contribute to the success of operations and events at Ipswich Commercial Development facilities
 

MAIN DUTIES

1. Support the organisation of events/activities at the Town Hall and Corn Exchange.

1. Support effective marketing and promotion of facilities to maximise public awareness and increase commercial bookings.

2. Ensure the effective provision of Front of House and reception, observing and implementing Health and Safety regulations to ensure the safety of visitors and staff.

3. Provide information in a courteous and helpful way to all visitors to ensure a high standard of customer care in line with Council policy.

4. Provide administrative support across all aspects of the service including taking minutes, producing written reports, monitoring and evaluating performance and dealing with financial transactions.

5. To work towards an appropriate Apprenticeship qualification with due diligence.

6. Such variations as may be required from time to time without changing the general character of the duties shown above or the level of responsibility entailed.
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	PERSON SPECIFICATION

Customer Experience Apprentice 



	

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Knowledge/Qualifications
	English and Maths to GCSE level or equivalent

Health and Safety awareness

Understanding of effective marketing and promotion methods
	
	Certificates/ Application/ Interview



	Work related experience, skills and competencies
	Experience of activity/events coordination 

Experience of working in an administration role (could be in a volunteer role) 

Ability to use MS Office, particularly Outlook, Word and Excel 
	Experience of working as facility Front of House

Experience of working with the media to promote events/activity

Direct sales experience

Minute taking at meetings 
	Application/ Interview

	Personal skills
	Ability to communicate effectively with different groups of people, both verbally and in writing 

Ability to pay attention to detail 

Well organised e.g. to plan, schedule and monitor activity/events effectively


	Good presentation skills e.g. presenting information to potential customers
	Application/ Interview



	Special working conditions
	Some evening and weekend work required
	Full Driving License
	Application/ Interview
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Ipswich Borough Council

Commercial Development 

Service areas:

· Events & Festivals 




· Partnerships & Development 


· Shows & Finance




· Venues & Customer Experience

Service Aims:

· To Improve the quality of life of the people of Ipswich;  

· Give the people of Ipswich the opportunity to take part in a wide variety of cultural activities;

· Supports the health and well-being of the people of Ipswich;

· Enhances the self-esteem of the people of Ipswich;

· Provide and support a fully encompassed arts and entertainment programme for the town;

· Reduce the cost of the service provision to the council.

Specific functions undertaken by the service:

· Programming, operating and developing the councils Arts and Entertainments venues;

· Programming, fund raising and delivering the council’s annual events and festivals;

· Publicising and Marketing all events, shows and activity;

· Providing efficient and customer focused services;

· Creating, establishing and sustaining cultural partnerships for the benefit of Ipswich.

Service venues:

· Regent Theatre;

· Town Hall; 

· Corn Exchange (including Ipswich Film Theatre);

· Outdoor licenced Event spaces; 

(Christchurch Park, Chantry Park, Alderman Rd, Alexandra Park, Bourne Park, Town Hall Forecourt and the Waterfront).

Participation:

· In total, approximately 350,000 people attended events in the borough in 2013/14, bringing around £4.5 million to the Ipswich economy and supporting around 115 jobs within the cultural, tourism, hospitality and retail sectors.

· Show Stats, for 2013/14 at the Regent shows that 154 performances were booked, with 137,713 total attendances 

· Town Hall & Corn Exchange booked over 400 events/activities in 2013/14, with more than 30,000 visits recorded
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