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JOB DESCRIPTION

Duty Manager

SITE:					W5 part of the Odyssey Group
LOCATION:				Queen’s Quay, Belfast, BT3 9QQ
RESPONSIBLE TO:			Visitor Experience Manager
TERMS:	37.5 hours per week, flexibility is required due to the nature of the role. Part time hours would be considered
DATE:					May 2026

OVERALL PURPOSE OF THE JOB:
Be a part of something amazing. 
As a Duty Manager you will take on a key management role, interacting with our customers and staff to deliver BEET (best experience every time) and work alongside the Visitor Experience management team to deliver a world class experience.
	
[bookmark: _Hlk29904888]The Odyssey Trust group of companies is committed to the core ideology of BEET, Best Experience Every Time for customers, colleagues and stakeholders.  These principles will be developed with all to support outstanding customer service.  All colleagues are expected to commit to the core values shown below:
	Core Value
	Our Behaviour
	What it means for our Customers

	Positivity
	Smile, can do, have fun
	We will always be helpful, welcoming & enthusiastic

	Integrity
	Deliver on our promises
	We will be trustworthy & respectful

	Commitment
	Go above & beyond 
	We will go the extra mile

	Innovation
	Find new ways to be better
	We will always learn & improve

	Teamwork
	Together we achieve more
	We will work together to put you first



MAIN DUTIES

Operational Management
· Oversee the day-to-day operation of W5 during your shift.
· Deliver staff briefings and support teams throughout the day.
· Plan ahead by reviewing visitor numbers, group bookings and events.
· Ensure opening and closing procedures are completed correctly.
· Conduct/Responsible for regular building walkarounds to maintain high operational standards.
· Communicate effectively with the management team and provide clear handovers.
Team Leadership
· Provide guidance and support to W5 staff during operational periods.
· Help create a positive team culture where staff feel supported and motivated.
· Maintain excellent working relationships with colleagues across the Odyssey Group.
· 
Visitor Experience
· Act as a key point of contact for visitors and staff.
· Handle customer enquiries and resolve issues professionally and calmly.
· Ensure every visitor receives a welcoming and memorable experience.
Safety and Compliance
· Ensure all health, safety and safeguarding procedures are followed.
· Act as First Aider and support incident management when required.
· Coordinate building evacuations or emergency responses if necessary.
· Support the team during lost child procedures and other operational incidents.
Financial & Administrative Duties

Follow financial procedures including cashing up tills and safe checks.
· Support administrative tasks such as managing CRM or updating operational documents.
· Assist with small projects within the Visitor Experience department.
· Be flexible and undertake such reasonable other duties that may be required from time to time in the setting up and operation of W5 and the wider Odyssey Group.
All OTC staff are expected to:
· Maintain excellent working relationships with other staff and volunteers.
· [bookmark: _Hlk120549378]Ensure the delivery of BEET to all our customers and be committed to the Odyssey ethos and objectives.  
· Be committed to and work in accordance with our Safeguarding, Health & Safety, Equality and other established policies and procedures.
· Be flexible undertake such other duties that may be required including occasionally working evenings, weekends and public holidays, if required.

SELECTION CRITERIA
Essential Criteria
	
· 4 GCSE’s  (grade C or above) including Maths and English or equivalent 

· 2 years supervisory experience in Hospitality, Retail or Tourism

· Experience of managing a team

· Experience of managing visitor expectations

· Competent in IT skills
	
· Strong communication skills

· Strong organizational skills

· Detail orientated.

· Can-do attitude

· Strong character, patience and the right approach when dealing with challenging situations




Desirable Criteria

· Current First Aid at Work Certificate.
· Experience working in a Visitor Attraction.
· Experience in the use of computer booking and scheduling systems. 
· Experience in rota management

Salary

£27,008.00 per annum

COMPANY BENEFITS

The Odyssey Group has a range of benefits which it offers to full and part time staff:

· Free car parking.
· 33% Discount in the W5 cafe, including coffee and 10% discount in the W5 shop.
· Complimentary tickets to Belfast Giants and friends and family access to W5.
· Holidays commence at 31 days per year rising to 34 [prorata for part time staff.]
· Company paid social events.
· Contributory pension scheme, life assurance and paid sickness benefit.
· A comprehensive health cash plan plus Winter Flu Vaccination Scheme.
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