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	Reports to:
	Senior Markets Officer
	

	Employee Supervision:
	None
	Grade:
	4
	Profile Ref:
	58797

	Purpose of the Post

	To undertake clerical and reception duties including the allocation of stalls to casual traders and income collection in accordance with approved systems and procedures.
To foster good working relationships with all town centre market traders in order to achieve optimum stall lettings and income so that the market is successful and contributes to a successful town centre.

	Responsibilities

	· To prepare receipts for Markets Service charges, to collect such charges and to issue receipts for monies collected.

	· To balance and collate cash income and reconcile with receipts issued.

	· To maintain records and files and to complete any necessary documentation in accordance with agreed procedures.

	· To bank cash collected and complete associated documentation, inputting appropriate data onto the computer.

	· To allocate vacant stalls to casual traders on a daily basis and in accordance with formal procedures

	· As a front line officer, to note trader’s requests for repairs, stall transfers, amendments to licenced trade user clauses, all complaints and enquiries and refer to the appropriate officer.

	· To act as the first point of contact for rectifying minor violations of licence conditions including debt recovery, trade user and encroachment infringements and reporting details and action taken to colleagues.

	· To note any obvious repairs and/ or hazardous occurrences and report to the appropriate officer.

	· To be a first point of contact for general public, traders and lessees, dealing with all general enquiries about the markets or town centre, including receiving lost property and issuing receipts/ completing appropriate records, as well as staffing events.

	· To assist in processing of accident reports.

	· To be familiar with the operation of the Centre’s public address system and radio telephone system and to positively participate in the Centre’s fire evacuation procedure.

	· Ensure that health and safety standards are maintained in accordance with safety policies of the Authority.

	· To undertake training and development where needed and assist in the delivery of in house training.

	· To carry out similar duties commensurate with the grade of the post as may be reasonably requested by management in town centre or covering for colleagues in district markets.


	Education and Training
	Measure
	Rank

	· IT Literate
	A
	E

	· 4 x GCSE’s (grades A – C) including Maths and English or equivalent qualification
	A/I
	E

	Relevant Experience
	Measure
	Rank

	· Experience of cash handling
	A/I
	D

	· Experience of working in an administrative/ clerical role
	A/I
	D

	· Experience of working within retail and/ or commercial business
	A/I
	D

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of cash collection systems
	A/I
	D

	· Knowledge of market regulations and conditions
	A/I
	D

	· Knowledge of Health & Safety at work
	A/I
	D

	Skills and Abilities
	Measure
	Rank

	· Ability to communicate effectively with service users in person and over the telephone.
	A/I
	E

	· Ability to work on own initiative and within a team.
	A/I
	E

	· Good customer care skills
	A/I
	E

	Additional Requirements
	Measure
	Rank

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the council.
	A/I
	E

	· Willing to undertake training and continuous professional development in connection with the post.
	A/I
	E

	· Work in accordance with the council's values and behaviours.
	I
	E


