
JOB DESCRIPTION

TITLE: Visitor Operations Deputy Team Leader - Reservations (Corporate 
/Client Sales)

DEPARTMENT: Operations

REPORTS TO: Reservations Team Leader

HOURLY RATE: £11.00ph

HOURS OF WORK: 37.5 hours per week (to include evenings and weekends where 
necessary)

HOLIDAYS: 31 days p.a. inclusive of bank holidays

KEY PURPOSE OF ROLE 

The  role  of  the  Visitor  Operations  Host  Reservations  (Corporate  /Client  Sales)  is  to
coordinate  sales  activities,  whilst  forming  and  maintaining  excellent  customer/client
relationships,  with specific responsibility for Private Hire, Corporate bookings and Group
Sales. The role will include both proactive and reactive sales activity working closely with the
Events and Private Hire Manager to ensure products and programmes are highlighted to the
appropriate  markets.  The  position  will  perform  a  key  role  within  the  JORVIK  Group  of
Attractions Reservations department handling administrative duties, incoming and outgoing
telephone  and  email  enquiries  /reservations  whilst  ensuring  customer  and  order
satisfaction.

PRINCIPAL ASSIGNMENTS

Private Hire / Corporate Bookings / Group Sales

1. To proactively seek out new business from group travel organisations and private hire
clients for standard and bespoke visits to JORVIK Group Attractions

2. To proactively upsell and seek sales for corporate hospitality events as directed by the
Events and Private Hire Manager.

3. To create current databases of clients and active leads / networks / contacts to enable
pro-active sales of YATs private hire and corporate events, utilises at key points of the
year through direct selling activity.



4. To carry out telephone sales campaigns as directed by the Events and Private Hire
Manager.

5. To coordinate the distribution of direct mail/email campaigns to help generate 
business leads. 

6. To assist the Events and Private Hire Manager to deliver new Private Hire, Corporate 
and Events marketing campaigns and sales initiatives.

7. To liaise with Group Travel Tour Operators to maximise sales through bespoke 
packages and offers as designed by the senior management team. 

8. To ensure that all correct booking material, associated information and relevant 
collateral is sent in a timely manner to all bookings

9. To deliver excellent customer service at all times through the provision of a courteous,
efficient,  and  helpful,  service  to  customers  /clients  dealing  with  enquiries,
compliments, and complaints, in a positive manner.

10. To analyse data and sales trends to identify what strategies generate the most leads

11. To attend group travel fairs / networking events to promote the JORVIK Group’s group and
private hire offers. 

12. To ensure that private hire and corporate clients, groups and individuals are provided
with procedures and Health and Safety guidelines.

Events and Festivals

13. With the comms and marketing team, help identify key markets, special interest 
groups and stakeholders; maintaining databases of contacts to be targeted for sales of
specific events.

14. To work with the Digital Engagement Manager and Events and Private Hire Manager 
to upsell key ticketed JORVIK Viking Festival and Archaeology Live Festival events.

Other Reservations

15. To handle bookings for visits to the attractions and to events,  and by liaising with
other team members to deliver reservations services for the JORVIK Group’s standard
offers. 

16. To ensure that reservation procedures and guidelines are adhered to, i.e. group sizes,
timeslots,  etc.  To  send  out  all  relevant  booking  documentation,  and  update
information as and when necessary.

17. To ensure that daily financial reports are produced and processed with regard to pre-
bookings. To produce any other reports as required by the Management.

18. To organise the initial stages of workshop/outreach / ‘Skype’ bookings and coordinate
with the Head of Interpretation and Learning, Site Manager to ensure availability and
staffing.

19. To up-sell all of the Trusts sites, including the Pastport option, and events.

20. To upsell,  promote, and maximise, secondary spend such as guidebooks, education
packs, retail, coin strike, workshops, outreach and educational talks.



Other

21. To  liaise  with  other  teams  and  departments  in  order  to  help  promote  the  York
Archaeology/ JORVIK Group/ YAT brands and to work closely with the Comms and
Marketing, Events, Hospitality, and Interpretation & Learning teams in particular with
a view to generating and managing sales.

22. To  liaise  with  the  Cashiers  department  to  ensure  all  procedures  are  adhered  to
correctly under the direction of the JORVIK Group Admissions and Reservations Visitor
Services Team Leader. 

23. To  attend  any  meetings/training  sessions  outside  business  hours  as  specified  by
management. 

24. To carry out any other duties of a similar nature as may be reasonably requested by
the management. 

PERSON SPECIFICATION

             Essential          Desirable
Qualifications

5 GCSE’s C or above or equivalent A degree or equivalent qualification

DBS certificate
Experience
Knowledge 

Good knowledge and skills are 
relevant to the role, including 
customer service/operations/sales
experience.

Commitment to Continual 
Professional Development. (CPD)

Excellent people skills and ability 
to develop contacts and networks 
with external stakeholders, clients 
and professional bodies.

Experience of working in a Sales / 
Tele-sales environment.

Interest in Archaeology / History / 
Heritage

Skills and 
Competencies

The skills necessary to uphold and 
promote excellent standards in 
customer care 

Skilled in creating databases and 
maintaining reports

Excellent written and verbal 
communication skills
Self-disciplined and a self-
motivator.
Flexible and enthusiastic team 
player
Excellent organisational skills
IT literate in Word and Excel 



packages.
Strong attention to detail
Confident and a self-starter 

This Job Description is not contractual and does not define or limit the work which you are 
employed to do, and you may be required to do any work within your capacity which the 
Trust requires from time to time. The Trust may make changes to this Job Description, on 
either a temporary or permanent basis, at any time it is considered necessary.


