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Job Description 

 

Job Title: Marketing and Visitor Services Assistant – Mandarin Speaking 
Reports to: Head of Marketing and Sales and Duty Manager 
Hours of work: 40 hours per week, five days over seven including weekends and bank holidays  
 

Key Deliverables within Marketing 

 Scan social media platforms used in China or by the Chinese linked to Castle Howard, and report on 
key findings, both positive and negative, and specific trends  

 Make recommendations to help improve Castle Howard’s services to the Chinese visitors, noting 
areas of specific cultural difference to help develop the offer to attract more Chinese visitors 

 Assist with the management and maintenance of WeChat and Weibo social media accounts for 
Castle Howard, updating content, events and activities, and promoting the social media platform 
through various channels 

 Updating content on the Chinese pages of the Castle Howard website 

 Creating imaginative content for social media platforms  

 Establish links with regional universities and their Chinese students and families  

 Research, generate and maintain links with Chinese travel agencies, and work with them to develop 
travel programme for Chinese visitors 

 Deal with Chinese travel agencies/visitors enquiries and provide excellent customer service 

 Conduct tours in a lively and informative way 

 Assist the Head of Marketing & Sales with the Chinese advertising campaign 

 Provide translation and interpretation services whenever required 

Key Deliverables within Visitor Services 

 Welcome visitors in a mature, approachable and helpful manner 

 Act as a point of contract for Mandarin speaking groups on arrival at the Estate 

 Impart vital information about a visit to the House and gardens, including details of tours, 
exhibitions and events, as well as our Friends membership scheme 

 Operating tills, problem solving till issues, processing transactions including admission tickets and 
Friends membership sales and direct debits, refunds and vouchers 

 Ensure all cash handling procedures are adhered to and be responsible for enacting daily opening 
and closing procedures 

 Respond to enquiries for Chinese events and weddings 

 Help the Management team run the Chinese event or wedding 

 Any other reasonable duties as requested by the Head of Marketing and Sales or Duty Manager 
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Person Specification 
Essential 

 Strong writing and verbal communication skills in both English and Mandarin.  

 Teamwork skills: being able to work together with colleagues internally and externally. 

 Knowledge of international marketing management and Chinese social media. 

 Excellent Customer service skills. 

 Networking and interpersonal skills: being able to network with potential clients, develop and 
maintain positive business relationships. 

 Diplomatic skills: working with international colleagues worldwide, being diplomatic and cultural 
awareness is essential. 

 Good understanding of Chinese cultures and segments.  

 Willingness to work hard. 

 Well presented. 

 Sales experience. 

 Flexible approach to duties undertaken. 

Desirable 
 

 Experience in international marketing management 

 Event management experience 


