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WILTON ESTATE 

JOB DESCRIPTION 
 
  

DEPARTMENT: Accounts 
  

  

JOB TITLE: Property Ledger and Tourism Administrator  
  

  

REPORTING TO: Estate Accountant 
  

  

NAME:  
  

  

 

MAIN PURPOSE OF JOB: 
 

Responsibility for the Estate’s Property Management System including maintenance, updating 

and report generation  

 

Operation of the tourism accounts/membership system 

 

Operation of the visitor admission system 

 

 

KEY TASKS: 

 

1. PROPERTY MANAGEMENT SYSTEM  

To manage the comprehensive operation of the Property Management System which 

includes 

i) Responsibility for the setting up tenancies, processing reviews, producing various 

reports 

ii) Reporting on tenancies where no rent has been charged 

iii) Ensuring that all charges are levied, including service and water charges and all other 

recharges 

iv) Manage the direct debit process 

v) Responsibility for production of aged debt reports and chasing outstanding amounts 

vi) Responsible for processing in house invoices 

vii) Responsible for returning tenancy deposits 

 

2. TOURIST ADMISSIONS SYSTEM  

i) Monitor system to ensure that it is operational for admission staff and provides 

required accounting and statistical reports, as required 

ii) To reconcile and post daily takings to accounts system, as required 

iii) To undertake regular reconciliation of tourist-based control accounts (deposits etc.), 

as required 

iv) To manage the monthly collection of direct debits for annual memberships 

v) To compile Gift Aid claims and maintain records of Gift Aid donations by daily 

tourist visitors and annual members 

vi) To maintain statistical summary of cumulative income and visitor numbers compared  

        with budget, as required 
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KEY TASKS: (Continued …) 

 

3. GIFT SHOP EPOS SYSTEM  

i) Monitor system to ensure that sales are accurately recorded 

ii) To reconcile and post daily takings to the accounts system 

iii) To maintain statistical summary of cumulative income compared with budget 

iv) To monitor stock system and check cost prices 

 

 TOURISM 

4. i) Operation of the Wilton House booking system and respond to queries from visitors 

and group bookings including dealing with refunds and cancellations  

 ii) Processing and reconciling income from on line sales 

 ii) To develop and maintain all relevant information on the Wilton House website in 

conjunction with other members of staff 

 iii) To support and assist the Gift Shop Manager with the management of the shop and to 

be aware of all shop procedures assist if required 

 iv) To manage all aspects of annual memberships and the collection of direct debits 

along with the Gift Shop Manager 

 v) To maintain Gift Aid records and provide reports, as requested 

 

 

  
TERMS AND CONDITIONS: 
 

1. The salary will be in the region in the region of £24,000 per annum gross, which will be paid 

monthly in arrears by bank giro credit and will be subject to the usual deductions for income 

tax and national insurance. 

 

2. Normal hours of duty will be Mondays to Fridays between the hours of 9.00am and 5.15pm 

with one hour for lunch.  However, the post holder will be expected to fulfil the duties of the 

post and may be required to work extra hours to complete their tasks. 

 

3. Termination of employment on either side will be two months.   

 

4. The holiday entitlement is 23 days per annum plus the usual bank holidays.   

 

5. Benefits include Estate Auto Enrolment pension scheme.  In addition, there is life cover, 

which is four times the gross salary.  There is also a staff discount scheme at the Estate, 

which includes Wilton House Garden Centre, Coffee Shop, Restaurant and Gift Shop as 

applicable. 

 

 


