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Job Description and related information

Position:

`

Receptionist
Reporting to:


Duty Manager – Front of House
Responsible for:


N/A
Overall Purpose:

To provide a friendly and effective service to all Centre customers and potential users.
To answer all enquires either over the telephone or face to face confidently.  

Be proficient in handling monies and cashing up.  You may be required to do a variety

of admin duties and given other responsibilities as required
______________________________________________________________________________

· To act as the first point of contact at Oxley Sports Centre and to ensure customers first impression of the Centre is a positive one.
· To assist customers making enquires, either in person or by phone and screen and forward incoming phone calls
· To show prospective members around the Sports Centre and actively sell the benefits of regular exercise and health promotion to the lifestyles of all members, prospective members and visitors.

· To assist customers making choices regarding membership to ensure they are sold the correct membership and sign them up correctly.  Ensuring the right amount has been taken and Direct Debits are set up in time

· To take bookings for activities at the Centre using the computerised booking system.  Including booking customers in for classes and booking them for the following week, taking party bookings, swims school enrolments and bookings for junior courses
· To ensure that customer feedback is used in a constructive way, as part of the continuous improvement process.
· To assist with the promotion of the Centre and its activities within the Centre.

· To have a thorough knowledge of the Centre facilities, products and services
· To keep the retail display stocked and presentable and to replenish leaflet dispensers as and when required.
· Maintain office security by following safety procedures and controlling access via the reception desk (monitor logbook, issue visitor badges)
· To assist the Duty Manager – Front of House with membership promotions and the retention of members. 
· Receive, sort and distribute daily mail/deliveries

· To provide administrative support to the Management team and the Company as and when required.

· To receive cash, cheque and credit cards as payment for Centre activities and to issue receipts to customers. 
· To be responsible for the reconciliation of till contents and complete the cashing up sheets correctly at the end of the shift, investigating any inaccuracies and if no solution presents itself documenting these on the cashing up sheet
· To ensure that the Reception and foyer areas are presented in a clean and hygienic manner at all times
· Any other duties and responsibilities as may be required within the scope of the post.

Person Specification – Receptionist

______________________________________________________________________________

Experience

· Greeting customers and members, making them feel welcome in a friendly and positive manner

· Answering the telephone and taking messages in a professional manner within a fast-paced role

· Dealing with difficult situations whilst remaining calm and professional

· Experience working with organisational systems and processes

· Experience with cash handling and cashing up daily takings

· Experience in a similar role

· Ability to promote a positive image of the company to the customer and the public

· Ability to prioritise a range of different tasks

Special Knowledge and role requirements

· Good working knowledge of using MS Office to a competent level within an office environment, especially Word, Excel and Outlook

· Excellent communication skills with customers and peers of all levels up to Senior Management

· Ability be proactive and to work largely on own initiative 

· Ability to work unsupervised

· Positive, friendly and flexible persona

· Excellent time-keeping skills

Additional Job Requirements 

· Willingness to work flexibly in response to changing organisational requirements

· Flexibility to work shifts, evenings and weekends

· A keen interest in the health and leisure industry

· Maths and English to grade C or above

· To be presentable and professional in your appearance at all times
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