	​​
[image: image5.jpg]



	Job Description


	Name of the job?
	Receptionist (Full and Part-Time) 

	Grade in Thanet Leisure Force? 
	B4 – B6

	Wages?
	£6.25 - £6.88 per hour 

	When is the work? 
	Flexible hours on shift roster

	How many hours will I work?
	37 hours per week 

	Where will my job be?
	Hartsdown Leisure Centre /Ramsgate Sports Centre/Ramsgate Swimming Centre

	Will I need to have my criminal record checked? 
	I must have a standard CRB check

	Who will be my Line Manager? 
	Centre Manager/Team Leader 

	Will I be a Line Manager?
	No


What is my role?

My role is to run a good reception service. I must take bookings, take cash, give out tickets and answer any questions customers might ask me. I will also do some office work and keep records. I will be responsible for who can come in. The service must meet all customer’s needs.
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    How will I do my job?

Working with customers

· Give a friendly greeting to all customers and visitors

· Make sure the service meets all customer needs

· Answer all questions myself or ask my Line Manager when needed

· Work at the till taking money, giving tickets and receipts when needed

· Take money from people to come in and hire equipment and courts

· Take money from people for buying sports equipment 

· I must only let people in if they have paid or are members

· Make sure everyone using the centre is recorded when they come in
· Make sure all membership cards are used properly
· Keep a record of things that have been lost and found
· Work well with customers and other people at all times 
· Provide excellent customer service at all times 
· Make sure customers are satisfied with Thanet Leisure Force at all times 
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Hartsdown Leisure Centre/Ramsgate Sports Centre/Ramsgate Swimming Centre
· Open and close the reception area

· Keep the area clean, tidy and organised at all times

· Sell to the customers to help reach targets
· Make sure all leaflets are up to date and keep them well stocked

· Order leaflets before we run out

· Make sure the money adds up properly and keep it safe at all times

· Keep a record of all the money, tickets and sales every day and week
· Make sure I understand and follow all the procedures for the money

· Work on the telephone switchboard and public address system
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Help at Thanet Leisure Force events when needed 

Health and Safety

· Make sure I am safe at work 
· Make sure everyone else is safe at work 
· Report anything is broken and health and safety problems to my Line Manager as quickly as possible 
· Give  first aid when it is needed (if I have the right training)
· Understand and follow the health and safety rules and laws at all times 
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Thanet Leisure Force

· I must wear the uniform I am given
· Keep myself clean and tidy at work
· Work well with everyone in the company

· Go to all company training sessions and team meetings

· Sometimes I will do other jobs at the centre but I will not be asked to do anything I am not trained to do
· If anything changes in my job my line manager will work with me to write a new job description
· Understand and follow all company policies and procedures
