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JOB DESCRIPTION -  
GUEST SERVICES AND OPERATIONS ADMINISTRATOR

If you feel this is the prefect role for you send your cv and cover letter to recruitment@continuumattractions.com 

	PURPOSE OF THE JOB

	The purpose of this role is to provide efficient and professional administrative, operational, and guest service support across all departments.  The role will contribute to delivering a welcoming, high-quality guest experience and support the wider team in achieving organisational objectives.



	KEY ACCOUNTABILITIES

	Admin and Reception 
· Provide professional reception and administrative support across the department, ensuring a welcoming and efficient guest experience.
· Responding to incoming enquiries (phone and email)
· Maintain Bankline and FMX payments.
· Responding to 3rd Party review sites
· Debt collection – managing the debtors list.

Operations and Systems Support
· Assist with data management, maintaining accurate records and supporting departmental administration. (Return to works and 1:1 scheduling/preparation)
· Ensure all data handling complies with relevant procedures, and liaise with the company’s GDPR Champion for any questions, guidance, or clarification.
· Manage and maintain the group booking system, ensuring enquiries and bookings are processed efficiently and accurately.
· Complete data entry tasks and support the preparation, collation, and summarising of monthly reports and operational information.

Events, Engagement and Marketing 
· Support the planning and delivery of events through administrative and operational assistance, including occasional evening and out-of-hours working.
· Assist with marketing and promotional activities, including maintaining third-party listings, updating promotional materials, and supporting communication channels.
· Support the Operations Team with bespoke booking delivery and related engagement (e.g. Freeflow)
· Support our presence at local trade shows and networking events 
· Maintain existing local contacts with key accounts and hotels

General 
· [bookmark: _Hlk216277108]Ensure that the brand values are maintained 
· Ordering for Breakfast Club
· Ensure that all policies and procedures are adhered to. 
· Work towards set KPIs and personal development plan. 
· Identify any suggestions for improvement to enhance the guest experience or colleague support.



	ATTRACTION/OFFICE SPECIFIC REQUIREMENTS

	We operate a fast-paced award-winning attraction.  This role calls for someone with the ability to integrate into the existing established office team.



This job description is not exhaustive and other duties or tasks may be required as specified from time to time in accordance with the job role. 
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