	Post No. :
	7161/1196/436
As per Vision HR system if existing post

	Post Title:
	Receptionist

	Directorate:
	Community & Environmental Services

	Division:
	Leisure & Catering Services

	Section:
	Leisure Services

	Reports To:
	Duty Manager

	Location:
	Moor Park Health & leisure Centres

	DBS Status:
	Enhanced- Child Workforce

	Grade:
	C



	Role Purpose

	Under the general direction of the Duty Manager, deals with a variety of duties including cash handling, telephone enquiries, product promotion, vending stock, and dealing with the public in reception. 



	
Main Duties and Responsibilities

	Dealing with customers both face to face and by telephone in a busy Sports Centre environment. This involves taking bookings and payments (cash and credit card), answering queries and generally helping customers.  This could include dealing with complaints and irate customers.

Conducting show rounds and giving information regarding the centre and memberships.  Reporting on number of conversions and sales for the Sales Planner Report.

Ensure cash and credit/debit cards are handled accurately and in line with Council procedures and reconciled at the end of the shift.

Signing up new members, dealing with leisure card applications, direct debit mandates and membership agreements.

Assisting the Duty Manager with stocking the vending machines.  This will involve some lifting and carrying of boxes.

Stock – carrying out stock checks and selling items at reception.  Contact with suppliers regarding orders.

Use of IT equipment including Microsoft Office, Gladstone MRM, Paris and E-procurement.



	Qualifications
	Please mark which are Essential or Desirable 
	E/D

	NVQ1, GCSE`s, or equivalent including Maths and English. - Level 1 (GCSE Grade D-G or Grades 1-3) or equivalent qualification in English and Maths (including functional skills)
Level 2 (GCSE Grade A*-C or Grades 4-9) or equivalent qualification in English and Maths (including functional skills) or equivalent demonstrable experience.
	D



	Knowledge, Skills and Experience 

Required
	Please mark which are Essential or Desirable 
	E/D

	Ability to work on own initiative and as part of a team, sometimes under pressure.  
Clear and effective communicator adopting a good customer care approach.         
Numerate and typing / computer literate. 
Telephone skills.         
General office knowledge.     
Experience of handling cash    
Experience of dealing with customers.        
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	Vision and Values

	Our Priorities
We have two priorities:
1. Priority one - The economy: Maximising growth and opportunity across Blackpool
1. Priority two - Communities: Creating stronger communities and increasing resilience
Our Values
· We are accountable for delivering on the promises we make and take responsibility for our actions and the outcomes achieved
· We are committed to being fair to people and treat everybody we meet with dignity and respect
· We take pride in delivering quality services that are community focussed and are based on listening carefully to what people need
· We act with integrity and we are trustworthy in all our dealings with people and we are open about the decisions we make and the services we offer
· We are compassionate, caring, hard-working and committed to delivering the best services that we can with a positive and collaborative attitude



	Equal Opportunities: 
We do our utmost to ensure that here is no unjustified discrimination in the recruitment, retention, training and development of staff on the basis of their age, sexuality, religion or belief, race, gender or disabilities.
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