
 
Guest Services Assistant Wanted (24 hours a week) 
Part-Time, Permanent Position; Saturday, Sunday & Monday 08.00-17.00 
The Big Cat Sanctuary is a leading charity-based organisation, committed to protecting rare and endangered 
cats from extinction, through education, conservation, and captive breeding programmes. Set in the heart 
of the beautiful Kent countryside, the BCS really is a working environment like no other. 
As one of our Guest Services Assistants, you will be tasked with providing a professional, stand-out service 
each time you interact with one of our customers or visitors, whether that be by phone, email, or face to 
face. 
Part of your role will be to ensure all reception & administrative functions run smoothly, so you will need to 
be confident in taking the initiative and being pro-active. With excellent communication and organisational 
skills, you will be passionate about people and always aim to exceed expectations. 
Well-groomed and immaculate presentation is essential as part of delivering a 5* professional, efficient and 
effective service. 
 
Duties and Responsibilities: 
▪ Acting as receptionist to all visitors including meeting, greeting, and attending to the needs of guests, 

ensuring a superb customer service experience 
▪ To build good rapport with guests and resolve complaints/issues quickly to maintain highest standards 
▪ Keeping up to date with Experiences & Lodge itineraries and prices (including special offers) to provide 

accurate information to guests 
▪ Working in partnership with other team members to ensure events & experiences are purchased, 

processed, and booked appropriately (including the Overnight Luxury Lodge experience) 
▪ To ensure Lodge reservations and cancellations are processed efficiently and recorded accurately 
▪ To undertake hosting duties (for example, serving afternoon tea and breakfast) 
▪ To assist in keeping the Heritage Lodge clean and tidy at all times 
▪ To deal with customer queries and requests, ensuring all are dealt with in an effective and courteous 

manner, providing or seeking solutions as quickly as possible 
▪ Hosting evening lodge service when required (arranging the dining room, welcoming, and serving guests, 

preparing and serving drinks/cocktails, tidying the dining room after service and setting up for breakfast) 
▪ Other duties deemed necessary to support effective and efficient site working, as required 
 
Working Conditions 
▪ Occasional early and late working will be required to accommodate deadlines or special events 
▪ We have a non-smoking working environment 
▪ We give statutory holiday entitlement 
▪ Own transport is essential due to the rural location of the Sanctuary 
▪ This position will pay initially at our National Minimum Wage (£7.00-8.91 per hour), which will be 

reviewed on the successful completion of a 6-month probationary period 
 
To apply, please send your CV and a covering letter to karen@thebigcatsanctuary.org stating the reference 
Guest Services Assistant Application in the email title.  
 

Closing Date: Wednesday 7th July 2021 @ 5pm 

mailto:karen@thebigcatsanctuary.org

