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3 JOB DESCRIPTION

Position Title Welcome Crew Member Level [N

{=lelelaisilol (€61 [S) B Discovery Centre Manager

Team Communications & Development

Location 15 Hospital Avenue, Nedlands - Perth Children's Hospital

PURPOSE OF POSITION

The Welcome Crew is responsible for greeting and interacting with visitors and working with staff to ensure an
exceptional visitor experience to Telethon Kids Institute and its interactive Discovery Centre, as well as hosting the front
desk and switchboard. The role is undertaken as part of a team of staff and volunteers.

KEY RESPONSIBILITIES

Tasks required to achieve

Key Responsibilites Measures

Key
Front desk « Communication - First face to face point of contact for visitors |+ Guests to the Institute are greeted in
hosting and staff to Telethon Kid. Always responding positively and a warm and timely manner- feedback.
efficiently to staff and visitors. « Active participation in all activities.

* Provide and maintain accurate information about Telethon « Correct information is delivered.
Kids Institute and the Discovery Centre.

« Assist visitors to Perth Children’s Hospital with wayfinding.
 Supporting operationally on conference and evening events
ensuring excellent front of house assistance.

« Support with the set up and pack up of events, meetings and
activities.

Discovery « Brief and orientate visitors to ensure their visit is enjoyable « All enquiries are responded to in a
Centre and educational. timely manner.

hosting « Conduct interactive, inquiry-based Discovery Centre activities. |« Positive feedback. Customer

« Provide information about events and exhibitions available in | Service.

the Discovery Centre. « Accuracy of information.

e Support the health and safety of visitors to the Discovery
Centre by ensuring a clean environment.

« Assist the families of sick children or those with special needs
to enjoy Discovery Centre activities.

» Meet specific visitor needs, thereby enhancing access and
encouraging return visits, especially for children with special
needs.

« Oversee the Discovery Centre environment, identify and
address emerging issues or risks e.g. unruly behaviour.

« Coordinate email and other online communication to the
Discovery Centre.
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KEY RESPONSIBILITIES continued ...

Tasks required to achieve

Key Responsibilites Measures
Discovery « Coordinate group tours.
Centre « Liaise with campus partners to promote use of the Discovery
hosting Centre.
Continued  Opening/closing of the Discovery Centre in accordance with

security and safety procedures.
* Provide first aid assistance if required.

General « Operate the Telethon Kids switchboard and direct calls « Feedback, support, accuracy,
Administrative | appropriately. timeliness.
Duties « Assist in visitor experience surveys and data-gathering.

» Coordinate mail and other deliveries.
» Undertake any other tasks required to fulfil the duties of this
role.




_

Workplace
Safety © Take reasonable care for your own safety and health |® Responsibilities are
and avoid harming the safety and health of others embedded in work practices.
through any act or omission at work.
© Hazards are effectively
(> Identify and assess workplace hazards and apply managed or reported.
hazard controls.
© Accidents and incidents are
© Report every workplace injury, illness or near miss, no reported in a timely manner.
matter how insignificant they seem.
© All applicable safety policies
© Abide by Telethon Kids Institute policies and and procedures are sought,
procedures. understood and implemented.
ESSENTIAL CRITERIA

Qualifications: * Year 12 or equivalent.
* First Aid certificate.

(what are the minimum

educational, technical or
professional qualifications
required to perform the role)

Essential  Outstanding customer service skills, including strong interpersonal skills, a positive attitude and
] ability to relate to a diverse range of people.
Skills, « Experience with a range of technology as this role requires using a range of software, interactive
(Lol W[=le[s[= equipment and switchboard.
Experience: . Intermgdiate experience with Mlcros_oft _Offlce_sune (notably Excel).
» Exceptional verbal, written communication skills and telephone manner.
« Ability to work independently and as part of a team with set priorities.
« Ability to use initiative to solve problems quickly and with limited concern or guidance.
« Ability and willingness to deal with changing situations at short notice.
« High attention to detail and accuracy.
« Professional, self-motivated and enthusiastic.
* Ability to liaise with stakeholders, external partners and staff from different teams across Telethon
Kids Institute and cultivate relationships.
* Excellent presentation.
 Great time-management skills.
 Experience working with children, particularly with special needs (desirable).
« Degree in science or education discipline or similar (desirable).
» Experience of working in a public facing role using excellent customer service and communication
skills (desirable).
« A keen interest and knowledge of science/research(desirable).

DIRECT REPORTS  [wa

Approved by: Signature of the person with the authority Tammy Gibbs
to approve the job description and job title

Date approved: Date upon which the job 8/1/19
description was approved

Reviewed by P&C: Date when the job description 8/1/19
was last reviewed by People & Culture
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	Tasks required to achieve Key ResponsibilitesRow1: • Communication - First face to face point of contact for visitors and staff to Telethon Kid. Always responding positively and efficiently to staff and visitors.  
• Provide and maintain accurate information about Telethon Kids Institute and the Discovery Centre.
• Assist visitors to Perth Children’s Hospital with wayfinding.
• Supporting operationally on conference and evening events ensuring excellent front of house assistance.
• Support with the set up and pack up of events, meetings and activities.
	MeasuresRow1: • Guests to the Institute are greeted in a warm and timely manner- feedback.
• Active participation in all activities.
• Correct information is delivered.
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• Conduct interactive, inquiry-based Discovery Centre activities.
• Provide information about events and exhibitions available in the Discovery Centre. 
• Support the health and safety of visitors to the Discovery Centre by ensuring a clean environment. 
• Assist the families of sick children or those with special needs to enjoy Discovery Centre activities. 
• Meet specific visitor needs, thereby enhancing access and encouraging return visits, especially for children with special needs.
• Oversee the Discovery Centre environment, identify and address emerging issues or risks e.g. unruly behaviour.
• Coordinate email and other online communication to the Discovery Centre.
	MeasuresRow2: • All enquiries are responded to in a timely manner.
• Positive feedback. Customer Service.
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• Provide first aid assistance if required.
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	Tasks required to achieve Key ResponsibilitesRow2_2: • Operate the Telethon Kids switchboard and direct calls appropriately.
• Assist in visitor experience surveys and data-gathering.
• Coordinate mail and other deliveries.
• Undertake any other tasks required to fulfil the duties of this role. 

	MeasuresRow2_2: • Feedback, support, accuracy, timeliness.
	KeyRow3: 
	Tasks required to achieve Key ResponsibilitesRow3: 
	MeasuresRow3: 
	Qualifications what are the minimum educational technical or professional  qualifications required to perform the role: • Year 12 or equivalent. 
• First Aid certificate. 
	Signature of the person with the authority to approve the job description and job title: Tammy Gibbs
	Date upon which the job description was approved: 8/1/19
	Date when the job description was last reviewed by People  Culture: 8/1/19
	Essential Skills Knowledge  Experience: • Outstanding customer service skills, including strong interpersonal skills, a positive attitude and ability to relate to a diverse range of people.  
• Experience with a range of technology as this role requires using a range of software, interactive equipment and switchboard.
• Intermediate experience with Microsoft Office suite (notably Excel).
• Exceptional verbal, written communication skills and telephone manner.
• Ability to work independently and as part of a team with set priorities.
• Ability to use initiative to solve problems quickly and with limited concern or guidance.
• Ability and willingness to deal with changing situations at short notice.
• High attention to detail and accuracy.
• Professional, self-motivated and enthusiastic.
• Ability to liaise with stakeholders, external partners and staff from different teams across Telethon Kids Institute and cultivate relationships.
• Excellent presentation.
• Great time-management skills.
• Experience working with children, particularly with special needs (desirable). 
• Degree in science or education discipline or similar (desirable).
• Experience of working in a public facing role using excellent customer service and communication skills (desirable).
• A keen interest  and knowledge of science/research(desirable).
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