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JOB DESCRIPTION

MARINA ASSISTANT
We require all staff to be prompt and well presented (uniform will be provided).

This is a very customer orientated position therefore we require all staff to be polite and helpful to all customers over the phone and face to face (regardless of who is right or wrong).

Staff should use their initiative and assist in all aspects of marina work and assist other members of staff if they see a need.  All staff must work together as a team to ensure that customers have a good stay and to ensure that the office environment is a good one.

All staff are required to work weekends/Bank Holidays and evenings, and be flexible to assist with covering busy periods and periods of illness.

Office opening hours 08.00 – 22.00.  

07.30 – 22.00 on Saturday and Sunday during busy periods, (rallies, school holidays)

Average hrs 32hrs pr wk from April – September period.  (Weather dependant).

½ hr for lunch (1hr if on a long day shift during quiet times) 
(Please note that especially at the start of the season and at the end of the season the hours may be slightly reduced, but during the busier summer months you may be requested to do additional hours)

Pay - £6.00 per hour (no additional overtime pay for weekends/bank holidays)
A second language of German or French would be desirable though not essential.  

Staff will:-

· Have good Financial/numerical skills 

· Take bookings over the phone and face to face for berthing of boats

· Accurately record vessels visiting each day on a spreadsheet and on manual sheets

· Assist vessels as they arrive – catching ropes & tying up boats

· Warmly welcome visitors & showing them where facilities are (i.e. showers)

· Book in boats onto computer system (training provided)

· Accurately record takings for each day (excel Spreadsheets)

· Daily cash handling & cashing up at the end of the day

· Assist with typing and emailing quotes

· Fulfil various filing and admin jobs as required by the Manager and Office Manager
· Regularly/daily checking marina area is clean and tidy

· Regularly/daily inspecting shower/toilet facilities and if necessary being willing to clean them on busy periods

· Assisting with collecting fees from berthing boats on Town Quay

· Helping to keep the office and kitchen area clean and tidy

· Reporting any defects/problems to Haven Manager

· Regularly walking around the marina and checking in/out departed boats on the manual and computer system.

· Using the VHF and walkie talkies to talk to other ships and staff (training will be provided)

· Powerboat Level II is preferred but not essential.

This list is not exhaustive or complete and any other jobs may be required to be done as per the manager’s discretion.
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