Post Title:
Receptionist
Purpose of Post:


To provide a front of house service incorporating bookings, cashier and clerical support to the Centre whilst working with a computerised booking system and maintaining excellent Customer Care.

The post-holder will play a key role in realising the strategic vision of the company in the following areas:  

· Improve Our Systems

· Care For Our Customers

· Meet Our Stakeholder Aspirations

· Develop Our Staff And Culture

· Improve Our Business Results

1.
Improve Our Systems

1.1
To act as a point of contact for all Centre enquiries either by telephone, email or face to face and contribute to the smooth running of the Centre reception. 


1.2
To arrange any hospitality requirements and meeting room facilities as and when directed. 

1.3
To search information and data input information into Centre systems as required. 


1.4

To photocopy documents and materials as directed.

1.5

To take bookings and payments for facilities on a computerised system.

1.6
To hire out sports related equipment in compliance with the Company’s financial rules and regulations.

1.7
To provide a general clerical support function to the operation of the Company as required – Word Processing and keyboard skills.

1.8
To provide cover for sickness and holidays for other receptionists when required.

2.
Care for Our Customers

2.1
To act as the first point of contact with members of the public both in person and by telephone.

2.2

To deal with customer complaints effectively.

2.3
Possess a calm disposition and be capable of dealing politely with people at all times.

2.4
To ensure that the reception area is kept tidy, informative and welcoming to visitors at all times.

 
2.5

To record and sign visitors in and out of the centre. 


2.6

Issue visitor passes where necessary.  


2.7

Arrange appointment times where requested.

3.
Meet Our Stakeholder Aspirations
3.1
Liaise and work with user groups, stakeholders and partners to ensure outputs of the Strategic Performance Plan are achieved.
4. Develop Our Staff and Culture
4.1

Attend meetings and training as and when required.

4.2
To assist in or undertake the training of any staff regarding reception duties.

4.3
Ensure the health and safety of all staff and resources within the postholders responsibility.

4.4

Liaise with the Centre’s management as appropriate.

4.5 Contribute to the overall ethos/work/aims of the centre.

4.6 Participate in training, other learning activities and performance development as required.


4.7

Attend and participate in meetings as required. 

4.8
The postholder’s duties must be carried out in compliance with the organisations Equal Opportunities Policy.
4.9
All staff in the Centre will be expected to accept reasonable flexibility in working arrangements and the allocation of duties including duties normally allocated to posts at a lower responsibility level, in pursuance of meeting the needs of customers accessing the centre and effective team working.

5.
Improve Our Business Results

5.1

To assist in the promotion of the Company.

5.2
To undertake other duties and responsibilities of an equivalent nature as may be determined by the postholder’s supervisor/manager when required.

5.3

To type documentation as required. 
5.4
Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection. Reporting all concerns to the appropriate person.


5.5
Any other duties commensurate with the duties/responsibilities/grade of the post.
Responsible to:

Team Leader / Facility Manager
Responsible for:
Volunteers
Person Specification:

Receptionist
Ranking:



A = 
Essential at outset

B = 
Essential but support can be given to achieve
C =
Desirable
	Area
	Requirement 
	Method of Assessment
	Rank

	Education and Qualification
	NVQ 2 or equivalent 

Good Numeracy and Literacy skills

	Application form / 

Qualifications brought 
to the interview

Application form / 

Qualifications brought 
to the interview


	B
A


	Work 
Experience
	Minimum of 1 years experience in a customer service environment


Experience of general clerical/ administrative duties
Previous cash handling experience
Experience of operating a computerised 
till
	Application form / 
Interview
Application form / 
Interview

Application form / 
Interview

Application form / 
Interview


	A

A

A
A
 

	Skills and Abilities

	Effective use of ICT package
Ability to use relevant technology /equipment

Good keyboard skills
Able to work effectively in partnership 
with the staff team and other colleagues across sectors
Able to accept and respond to the 
varying needs of customers in a non-judgmental way
Good communication skills and the
ability to relate to people at all levels in differing ways, through speech, body language and facial expressions

	Application form / 
Interview

Application form / 
Interview

Application form / 
Interview

Application form / 
Interview

Application form / 
Interview
Application form / 
Interview


	A

A

A
A

A

A


	Personal Qualities and 
Attributes

	Flexibility to work outside normal pattern of work
Able to work constructively as part of a team, understanding the centre roles 
and responsibilities and own position in these

Ability to identify own training and development needs and willingness to participate in development and training opportunities

Commitment to team working

	Application form / 
Interview

Application form / 
Interview

Application form / 
Interview

Application form / 
Interview

	A
A

A

A
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