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JOB DESCRIPTION

POST:


Receptionist



POST NO:  


LT1663


GRADE: 


4

SERVICE UNIT:

Burnley Leisure

JE Ref: A92

JOB PURPOSE:
To operate Point of Sale and keyboard, deal with telephone and verbal bookings and provide information, on request, to customers.

JOB STATUS:
Staff

RESPONSIBLE TO:
Supervisors and Assistant Managers
RESPONSIBLE FOR:
The operation of the reception area as a whole.

MAIN DUTIES AND RESPONSIBILITIES
1. The operation of computerised tilling system and the issue of tickets.

2. Taking telephone and verbal bookings.

3. Dealing directly with the customer in providing information and assistance as required.

4. To deal with all aspects of Centre Organised Activities i.e.: Centre Courses – Special Events.

5. File information and specific details.

6. Assist the Centre Management in day-to-day administration.

GENERAL RESPONSIBILITIES
In addition to the main duties and responsibilities identified for this post every employee has a number of general responsibilities:

1. Adopt a high standard of customer care at all times.  If a customer requires assistance, even if this does not directly relate to your job, make every effort to help or find someone who can.

2. Help to keep the facilities well maintained by picking up litter when you are in public areas and by reporting any faulty equipment or any areas requiring cleaning.

3. Help to conserve energy by ensuring that the doors are closed and lights are switched off in rooms not in use.

4. Post holders will be required to work at other facilities within Leisure and Recreation Services according to the needs of the service

5. To undertake such other duties as may be assigned from time to time 

    Commensurate with the grading and particular skills of the post holder.

FOOTNOTE

This Job Description summarises the major responsibilities of the post. It is not intended to exclude other activities, nor future changes from the post holder’s responsibilities.

DISCLOSURE & BARING SERVICE

Appointment to this post is subject to the receipt of a standard Disclosure & Barings System check.
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PERSON SPECIFICATION

POST:  Receptionist          

POST NOS: LT1063
	SELECTION CRITERIA
	ESSENTIAL/

DESIRABLE

(E/D)
	MEANS OF

ASSESSMENT

	EXPERIENCE

	1.
Previous employment acting in a similar capacity.
	D
	Application Form/

Interview



	2.
Experience of working directly with customers.
	E
	Application Form/

Interview



	SKILLS

	1.
Ability to communicate well by telephone and directly with the Centre User.


	E
	Interview

	2.
The ability to deal with cash, operate a Point of Sale Machine and Keyboard and complete a daily procedure of balancing tickets.


	E
	Interview/Test

	3. To be able to understand written communications and also be able to present messages in written form as required.


	E
	Interview

	4. Ability to cope with conflicting deadlines at busy periods.


	E
	Interview



	OTHER

	1.
To demonstrate a high level of personal motivation.


	E
	Interview

	2.
To have an understanding of and an ability to adopt high levels of Customer Care.


	E
	Application form/ Interview



	3. To possess a high level of flexibility in respect of the number or type of hours worked.


	E
	Application form/ Interview

	The Burnley Way

	

	Burnley employees are expected to be role models for the following behaviours at a level appropriate to the role: Performance Management; Customer Focus; Decision Making; Change Management; Learns and Challenges.

Our organisational leaders and managers are expected to strive for transformational leadership qualities and continuous improvement, acting as role models to create a culture where we live our values and deliver our vision.”



	Skills for Life

	The Council has signed the Skills Pledge and Get On Award as a commitment to up skill the workforce.  Once appointed, the postholder will be offered the opportunity to undertake a skills assessment in literacy & numeracy.  Support will be given to employees where necessary to achieve the level 2 standard.


Z/JobDesc/BlyLeisure/Receptionist/LT1063
Equality Act 2010


If you are a disabled applicant or an employee who has become disabled and this will affect your ability to do any of the above duties the Council will consider making some changes it thinks are reasonable.





Examples of changes may include providing equipment, making alterations to the workplace or changing some parts of the Job Description.








