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Welcome Message
From Simon Maples, Visitor Operations Director

Thank you for taking an interest in our summer jobs at Buckingham Palace.

Each year we look forward to welcoming thousands of visitors from 
around the world to enjoy the magnificent State Rooms at Buckingham 
Palace.  Yet, although the surroundings are spectacular, it’s our team of 
Visitor Experience Assistants that help to make a visit truly memorable.

Whether selling tickets, welcoming people at the visitor entrance, 
answering questions in the grandeur of the State Rooms, directing people 
in the garden, or working in our shops, our team offer a warm welcome 
and a commitment to great service.

Our standards are high but we’re with you every step of the way.  You’ll get 
lots of training before you start, and day-to-day support when you need it. 
You’ll be joining a large, diverse, and supportive community – where many 
people join us for many summers, or indeed, explore other opportunities 
to join Royal Collection Trust, or the wider Royal Household on a 
permanent basis. 

If you enjoy interacting with people and love working as part of a team, 
you’re exactly who we’re looking for.

So, apply now, and join us! I really look forward to seeing your application.



What we offer

A guarantee of 350 hours 

during your contract period 

for full-time contracts.

Full training provided ahead 

of the public opening. 

The opportunity to join a 

large, diverse and friendly 

team.

£14.80 per hour A range of benefits including 

complimentary tickets to RCT 

sites with 20% discount at Royal 

Collection Trust shops.

A complimentary lunch 

during your shift.



Our Roles



Visitor Services 
Assistant/Warden

As a Summer Visitor Services Assistant (internally known as a Warden) at 
Buckingham Palace, you will strive to ensure all our visitors have an 
exceptional experience. Buckingham Palace attracts thousands of daily 
visitors from all over the world, and its high profile comes with high 
expectations.

Your brilliant customer service standards will shine through every 
interaction, representing Buckingham Palace as the world-class destination 
everybody expects.

After an in-depth training period, you will be ready to begin your summer 
journey with us.  Whether you are helping with visitor entry,  giving out our 
multimedia guides, conversing with guests in our wonderful garden, or 
providing your enthusiastic knowledge of our collection in the State Rooms, 
you will make every visit memorable and deliver the exceptional every day. 



Shivani’s Experience
“I heard about the summer roles at Buckingham Palace through my friend who 
loved the experience last year, so I was really pleased when I got the job.

As a Warden in the Access Team, I welcome visitors and help them throughout 
their tour with any assistance they may need.  There’s an amazing access route 
available when visiting the State Rooms which starts at the front gates of 
Buckingham Palace. I love greeting guests at the gates; it is extremely exciting 
and something I never thought I’d get the opportunity to do.

I would say that the biggest challenge in the role is keeping up with all the 
visitors! The Buckingham Palace Summer Opening is so popular with some 
days feeling a bit hectic, but we work together as a team to ensure things run 
smoothly and all the visitors have a memorable experience.

My favourite part of the role is meeting so many new people! Visitors travel 
from all over the world to step inside the Palace and so I really enjoy making 
new connections; this has really helped me grow my confidence and 
communication skills.

There’s a real community feel in the Warden team, everyone is so kind and 
inclusive. My team is diverse in backgrounds, experiences and ages so 
everyone brings something different to the role, I have made great friends 
through this summer role.

This summer has been a summer to remember, I would highly recommend 
anyone applying.”



Visitor Services Assistant/Warden
Essential Criteria 

A commitment to providing 

exceptional customer 

service

Good communication skills, 

a welcoming attitude and a 

love of interacting with a 

wide range of people 

At your best working as part 

of a team 

Able to work flexibly and 

adapt to different demands 

in a busy environment

Keen to learn new 

information to share with 

visitors to enhance their 

experience

Recruitment Process

Submit an online 
application

Complete an online 
competency 

questionnaire

Attend an 
in-person selection 

event



Retail Assistant 

Based in the Royal Collection Trust shops at Buckingham Palace, you’ll 
help sell a wide range of merchandise from guardsman pyjamas and 
cuddly corgis to commemorative china and jewellery inspired by 
pieces worn by members of the Royal Family.

Whether you are processing customers' orders, replenishing stock or 
helping someone to choose the perfect reminder of their day, you will 
provide a warm welcome and a first-class experience for visitors from 
all over the world.

As part of a highly motivated team, you must be able to strike the 
perfect balance between sales and service, contributing to the 
achievement of sales targets while taking every opportunity to 
maximise customer satisfaction.  You’ll take pride in ensuring 
standards of presentation in the shops are maintained even at the 
busiest times. Clear, confident communication skills and a polite and 
friendly manner are essential.

To thrive, you’ll bring a friendly and welcoming attitude, excellent 
people skills, strong numeracy and computer skills as well as 
motivation to reach targets and drive sales.



Ashvin’s Experience
“After my sister had an amazing experience working at Buckingham Palace Summer 
Opening a few years ago, I was excited to apply.

As a Retail Assistant I mostly handle incoming deliveries and prepare stock to go onto 
the shop floor.  There’s a huge variety of merchandise to organise. I also engage 
customers and help them to select souvenirs as a memory of their visit.

We sell so many amazing products, from Buckingham Palace honey to Union Jack wool 
blankets. I’ve been equipped with practical skills, benefitted from valuable experiences, 
and have a newfound appreciation for the intricacies of retail operations, from 
inventory management to customer service.  This job has really helped grow my 
confidence.

The training I received when I joined was in-depth and extremely beneficial.  In those 
first few weeks before we opened the shop, we were able to get to know each other 
while getting to grips with the role.  As this was my first job, I was anxious in the 
beginning, but the training and support allowed me to gain all the skills I would need. 
Now I can say that I’ve become a real asset to the team, and I’m so proud that I’m 
relied upon and trusted with a variety of different tasks and responsibilities.

This role has given me the opportunity to develop myself professionally, but I’ve also 
made long-lasting friendships and memories from working with such a great team. I 
remain in contact with the many friends I made during my time in the shop; they really 
are some of the best people I have ever met.

If you’re thinking about applying, just go for it! Being a part of Buckingham Palace 
Summer Opening is an incredible opportunity that you don’t want to miss out on. From 
being in the Palace, to learning and developing new skills and meeting a variety of 
visitors from all over the world - it’s a wonderful place to work.”



Retail Assistant
Essential Criteria

Recruitment Process

Submit an online 
application

Complete an online 
competency 

questionnaire

Attend an 
in-person selection 

event

A commitment to providing 

exceptional customer 

service

Good communication skills, 

a welcoming attitude and a 

love of interacting with a 

wide range of people 

At your best working as 

part of a team 

Able to work flexibly and 

adapt to different demands 

in a busy environment

Keen to learn new 

information about our 

products to promote to 

customers

Able to remain accurate 

and pay attention to detail 

when processing 

information

Complete an online 
checking test



Ticket Sales and 
Information Assistant

As a Ticket Sales and Information Assistant, you are the first point of contact 
for visitors to official residences of His Majesty the King. Throughout the 
summer you will receive all training needed to provide a first-class service. 

Working with our visitors both by telephone in our Contact Centre and 
face-to-face at our ticket counters. You will answer customer questions, and 
promote the exhibitions, tours and events on offer. 

You will work towards set targets for upselling guidebooks, promoting e-
subscriptions, and gift aid donations. 

You will enjoy working as part of a team to provide brilliant customer 
service. Clear and confident communication skills are vital, as is the ability 
to relay information accurately and concisely to visitors from around the 
world. 

Above all, you will bring excellent attention to detail and strong customer 
service skills to the role, making sure the booking process is as smooth as 
possible for all our visitors.  



Katherine’s Experience
“My time with the Royal Collection Trust has been one of the most rewarding 
experiences of my professional life. The organisation fosters a supportive and encouraging 
environment that has enabled me to grow both personally and professionally.

I began my journey in 2023 with the Ticketing, Sales and Information Office (TSIO) as a 
Summer Ticketing and Sales Assistant. Since then, I’ve had the privilege of working in both 
London and Edinburgh, including at the Palace of Holyroodhouse, where I worked as a 
Retail and Admissions Assistant.

The Royal Collection’s openness to career mobility has allowed me to explore various 
departments, gaining valuable experience across both the retail and admissions teams. 
Each team has been consistently welcoming and supportive, making every transition 
seamless and enriching.

The transferable skills I’ve developed across these iconic sites have laid a strong 
foundation for my future within the Royal Household, as my career continues to grow 
and evolve.

When I applied, I thought there would be no chance I would get the job, but I did and the 
opportunities I’ve gained from it have been life changing. 

My decision to apply for the TSIO position was based on the dream of working in a place 
steeped in history, however I have learnt so much more than history - I have learnt skills 
that I will carry with me for the rest of my life. 

If you apply you can have the opportunities to have more than just a summer role.  The 
Royal Collection Trust encourages growth and development and all staff have supported 
me in my career journey. 



Recruitment Process

Submit an online 
application

Complete an online 
competency 

questionnaire
1:1 online interview

Complete an online 
checking test

Ticketing and Sales Assistant
Essential Criteria

A commitment to providing 

exceptional customer 

service

Good communication skills 

both in person, in writing 

and over the telephone

At your best working as 

part of a team 

Able to quickly learn and 

use online booking and 

ticketing systems

Able to work flexibly and 

problem solve in a busy 

environment

Able to remain accurate 

and pay attention to detail 

when processing 

information



Our Recruitment Process



Applications Open: 

XXX

Online tests:

XXX

Interviews & 
Selection Events:

This will vary depending 
on the role you’re 

applying for. 

Typically, these will take 
place between

XXX

Contract dates:

Visitor Services 
Assistant:

XXX

Retail Assistant: 

XXX

Ticketing Sales and 
information Assistant:

XXX

Recruitment Timeline

Applications Open

15 December 2025
-

25 January 2026

Online Tests

Invites sent from 22 

December 2025 

-

Final deadline 
11 February 2026

We encourage all applicants to 

complete the online tests in good 

time to ensure a greater choice 

of final stage assessment dates

Interviews and 

Selection Events

Assessment Centers:

 2 February 2026 

to 
20 February 2026

Interviews 
(Ticket Information and 

Sales Assistant only) 

From 14 January 2026. 

Visitor Services Assistant:

18 June 2026

 –

 4 October 2026

Contract Dates

Retail Assistant: 

16 June 2026

-

 4 October 2026

Ticketing Sales and 

Information Assistant:

6 June 2026 

– 

27 September 2026



Online Application
Complete our online application form 

which asks for details of your previous work experience , educational 

background and motivation for applying for this role.

This campaign has three different vacancies. 

When applying you will be asked to choose from the three roles listed.

You are encouraged to submit your application in good time ahead of the 

closing date and let us know as early as possible if you have any difficulties. If 

you do not receive acknowledgement of your application within 48 hours, 

please contact us on summerjobs@royal.uk. 

Registering for the vacancy should be completed no later than 25th January 

2026 at 23:55.  We would like to recommend candidates submit their 

applications as soon as possible as we will be shortlisting candidates 

throughout the advertising window. 



Online Application
What we’re looking for

You will be asked to tell us about your education and career history, with key responsibilities and achievements that are relevant to the role you’re 

applying to. In addition to this you will also be asked the questions below.  Although there is a word limit for each of these roles, please don’t feel that you 

need to use the total limit for every question.

If you are successful in being invited to the final assessment stage our team will discuss the answers you provided within your application. 

Q1. Why have you applied for this role?

Here you should explain what it is that has attracted you to the role, 

what you think you will enjoy and what you hope to gain from the 

experience.

Q.2 Please provide an example of a time when you 

delivered exceptional customer service? What was 

the situation, and how did you ensure needs were 

met?

This is your opportunity to showcase your customer service skills; we’re 

looking for a specific of example of when you’ve provided excellent 

service this could be an example from the workplace, while in 

education or in your personal life. When writing your example, we 

recommend using the “STAR” (situation, task, action, result) format.



Online Tests

Competency Questionnaire:
(For all roles)

This online test assesses how well your skills and attitude 

match the requirements of the role to which you are 

applying. For each question you will be presented with four 

statements, and you will need to rank the statements from 

‘most like me’ to ‘least like me’. It should take approximately 

10 minutes to complete.

Cognitive Checking:
(For Retail Assistants & Ticket Sales and Information Assistants)

This online test assesses your ability to quickly and 

accurately compare a data set (groups of letters and 

numbers) with four different response options. You’ll be 

asked to select the one which is identical to the original. This 

should take approximately 5 minutes to complete. 

More information on these tests will be shared with you 

after submitting your application. 



Interviews & Selection 
Events

If you meet the minimum pass mark for our online assessment, you will be invited 

to the final selection stage:

• For Retail Assistants and Visitor Services Assistants you will be invited to 

an in-person selection event. This will be your opportunity to meet some of 

our team, learn more about the role and ask questions. You will also participate 

in a work-related exercise and a short final interview so that you can 

demonstrate your communication and team working skills. 

• For Ticket Sales and Information Assistants, you will be invited to a 1:1 

online interview via MS Teams. During the interview you will hear more about 

the role as well as being asked to evidence key skills such as Customer Service 

Teamwork and Communication. 

• For all roles, you will be asked to confirm any days during the contract period 

that you will not be able to work, we will aim to accommodate as many 

requests as possible, but this is not always achievable. More information on this 

can be found in our FAQ section.  

Further information will be provided to candidates who progress through to this 

final stage. 

If you are unable to attend the selection day on the date offered, or if you require 

any reasonable adjustments, please contact us at summerjobs@royal.uk.  

mailto:summerjobs@royal.uk


Use of AI Tools in Your Application
We understand that AI tools like ChatGPT, Copilot Chat, and Gemini can be useful when preparing a job application. When used appropriately, they can help you present your skills 

and experience effectively. However, there are clear limits on how AI should be used during recruitment. This guidance explains what is acceptable and what is not when using AI to 

apply for roles at the Royal Household. 

If AI is used inappropriately, we may withdraw your application. If you’re unsure about what’s allowed, please email us on summerjobs@royal.uk before submitting your application.

Acceptable Use of AI

Idea generation

You could use AI to help you brainstorm initial ideas or suggest ways to 

structure your application based on your experience.

Grammar and spelling support

It is fine to use AI to check grammar, spelling, and clarity in your written 

responses, such as personal statements or supporting information sections.

Interview preparation

You are welcome to use AI give you possible interview questions to 

practice or to explore common topics that might be covered, if the answers 

you give in the interview are genuinely your own.

Unacceptable Use of AI

Misrepresentation

Do not use AI to create content that presents qualifications, experience or 

achievements that are not your own. Every part of your application must be 

based on your real-life experience and accurately reflects your skills. 

Submitting AI-generated content without review

Applications that are clearly AI-generated and submitted with little or no 

personal input are not acceptable. Your application should reflect your own 

voice and understanding. 

Using AI to answer questions in real time

It is not acceptable to use AI during any part of the live interview process, 

including typing answers into a chatbot during online assessments or 

interviews. 



Frequently Asked Questions



FAQs
Is this role suitable for part time working?

A limited number of part time contracts are available.  You should discuss your 

options with the hiring manager if you are invited to an interview.

Is security clearance required?

Yes. If successful you will need to pass our security clearance to CTC (counter 

terrorism check) level. For this, you’ll need to have been resident in the UK for 

three out of the past five years. In addition, we will request references to cover the 

past five years – this could be a mix of education, employment and character 

references. Further information will be available after your final interview. 

Where will this role be based?

Most of our positions are based at Buckingham Palace, with a small number 

working from St James’s Palace located next to Green Park. 

Can I apply if I am 16 years old?

The minimum age you have to be to work for us is 17 years' old by 1 June 2026.

Where will my in-person Interviews/assessments take place?

Our in-person selection events typically take place at Buckingham Palace or 

another of our central London locations.  Further information will be provided if 

you progress to this stage.  Interviews for Ticketing and Sales Assistants will take 

place on MS Teams.

What do I wear to my selection and information event?

It is recommended that you opt for smart attire when attending an interview or 

assessment event. Since all our summer positions are provided with a uniform, there's 

no need to invest in specific clothing for this process. However, please note that jeans, 

trainers and similar casual clothing are not suitable for an interview. 

What do I bring for my in-person interview/assessment?

You will be sent detailed information ahead of your interview or selection event with 

everything you need to know and bring.

Can I amend my email address on my application after submitting?

It is important that your application has your correct email address as this is the 

address that we will send all recruitment updates and communications to. If this 

changes, please log into your Candidate Profile and click on “Oleeo Support”.  A 

member of the team will then be able to change this for you.

What reasonable adjustments can be made for my 

interview/selection event if I have a disability?

If you require reasonable adjustments, please advise a member of the recruitment 

team as soon as possible on summerjobs@royal.uk and we can advise further.  You 

will also be able to note this as part of your application.

mailto:careers@royal.uk


FAQs
If I’m not able to attend an in-person selection event and require 

a virtual option, or if I need to reschedule, who do I contact?

We will aim to accommodate/reschedule where possible. To request this, please 

contact the recruitment team on summerjobs@royal.uk.

Am I able to schedule non-working days?

We expect full commitment to your contracted hours; however, we understand 

that there may be occasions during the summer when you are unavailable.  To 

support this, summer staff can request a number of  ‘unavailability days’ that 

corresponds to their contracted days per week. For example, staff on a full-time 

contract (5 days per week) may request up to 5 days of unavailability, while those 

contracted for 4 days per week may request up to 4 days and those on 3 days per 

week may request up to 3 days.  We will make every effort to accommodate these 

requests, but please note that approval cannot always be guaranteed.

What are the usual working hours for these roles?

Shift times are dependent on which role/zone you are allocated once successful. 

The earliest start is 08:30 and our latest shift finishes at 21:00, with varying start 

and end times depending on which role you apply for.  You will be able to discuss 

working hours and contracts during your interview.  

mailto:careers@royal.uk
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