Background
The volunteer-run charity, the Scottish Railway Preservation Society, operates the Museum of Scottish Railways in Bo’ness which includes extensive exhibition halls, archives and workshops as well as a well-equipped heritage railway to Birkhill and Manuel, as well as railtours on the mainline network.  
An efficient office to handle bookings and administration of these elements is very important to our success. 

Key Responsibilities of this position
· Handling telephone, email, post and in-person enquiries, and resolving problems with a high standard of customer service; 
· Inputting of data for computerised booking systems;
· Concluding all sales enquiries and advance bookings;
· Assisting with the co-ordination of group bookings for train travel, the exhibition halls, and special events; invoicing thereof;
· Securing of petty cash and corporate credit/debit cards, and providing basic accounts assistance;
· Running efficiently the general office of the Society as a key part of the administration of the Society. While this will involve routine duties of office organisation, there will be opportunities outwith the office, if so wished, to participate in the public-facing activities of the Society. 


Qualifications and Experience
· 2+ years' experience working in a customer-focused, office environment;
· demonstrable level of ICT knowledge, particularly in Excel and Word;
· excellent written and verbal communication skills;
· an ability to deal with people. 

