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JOB DESCRIPTION
	Post Title: RECEPTIONIST/CASHIER  ASK  \* MERGEFORMAT 

	Department: Communities and well being
	Post No: CS040020006-11/13/14

	Division/Section: Leisure Services
	Post Grade: 5 

	Location: Any Bury Leisure Facility
	Post Hours: Varied 

	Special Conditions of Service: 
Shift rota plus weekend and evening working

Provide additional cover for duties during absence of other Receptionists

A uniform is provided which must be worn at all times when on duty

	Purpose and Objectives of Post: 
To assist with the operation and promotion of the Centre and provide a reception and information service for all visitors.

	Accountable to: Assistant Director (Leisure Services)

	Immediately Responsible to: Leisure Facilities Operations Manager

	Immediately Responsible for: N/A

	Relationships: (Internal and External)
Internal:
Employees of Environmental Services Department, other employees of the Authority, Sports Development Unit and elected members
External:
Members of the public

Schools

Disabled groups, sports and swimming clubs

Suppliers of goods and services

Preferred Partners

	Control of Resources: 
Financial:
Responsible for receipt of all fees and charges for admission.  

Equipment/Materials: Office equipment, retail material and hired equipment, ensuring correct usage and the keeping of records as required.

Health & Safety:
Ensure the maintenance of a healthy and safe environment for staff and 



            public.


	Duties/Responsibilities: 

	1. To monitor all admissions into the Centre.

2. To provide a full information service upon the numerous activities the Centre provides. 

3. To operate a fully computerised tilling and booking system and to assist in maintaining the database.
 
4. To ensure all admissions are paid in accordance with current fees and charges. To balance all monies and reconcile to Audit rolls with the Duty Officer.  Complete the daily cash sheet and bank-in payment records and carry out procedures for collection by security firm


5. To input and retrieve data from the computerised membership system and also to be responsible for the update, and back up of the system.
 
6. To deal with all internal and external calls from the public and other employees of the Authority.

7. To process all bookings at the Centre and rebook all instruction courses.  As vacancies arise contact potential customers from the waiting list. 

8. To maintain lost/found property files and be responsible for property until claimed or disposed of officially.

9. Maintain all other registers and files. 

10. Operate barrier system for car parking at front of building.

11. To process refunds for car parking charges where applicable.

12. To provide a positive image of the facility in respect of Customer Care by dealing with enquiries accurately and concisely and by ensuring complaints and comments are dealt with effectively, efficiently and with courtesy.


13. To operate various types of communication systems for contacting members of staff and Centre users.

14. Sell a range of sports equipment to the general public and maintain stock levels.

15. To assist in the sales operation to allow sales to be maximized.

16. Check eligibility and identification for applicants for Leisure Cards and issue as required. 


17. To ensure deposits are taken and returned for equipment hires.

18. To liaise with colleagues and other members of staff regarding daily customer requirements.

19. To maintain a high standard of cleanliness and tidiness in the reception area.

20. To be observant at all times reporting any occurrences that may have a detrimental effect on the day to day operation.

21. To provide guidance and support to work experience placements.

22. Must be willing to attend relevant training courses to further post holder’s development

23. Check deliveries and inform relevant staff 

Continued

24. Issue keys for internal access to staff.

25. Issue disabled locker keys to customers.


26. Provide customers with change for vending machines.

27. Record customers images on the membership system via a webcam.

28. To photocopy information leaflets.



	

	

	

	

	

	

	

	

	

	

	· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.

· Bury Council is committed to equality, diversity and inclusion, and expects all staff to comply with its equality related policies/procedures, and to treat others with fairness and respect.
· The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies. 
· Health and Wellbeing -As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues

	Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)

	Job Description prepared by:
	Sign: 
	Date:

	Agreed correct by Postholder: 
	Sign:
	Date:

	Agreed correct by Supervisor/Manager:
	Sign:
	Date:
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DEPARTMENT FOR COMMUNITIES AND WELLBEING
JOB TITLE

	CORE BEHAVIOURS FOR THE POST (Please tick those relevant)

	Commercial Thinking & Analysis
	
	Planning
	

	Customer Service
	YES
	Developing Self & Others
	

	Delivering Results
	
	Teams, Networking & Partnerships
	YES

	Values, Ethics & Diversity
	YES
	Adapting to Change
	YES

	Delivering a Quality Service(Continuous Improvement)
	YES
	
	


	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	To possess excellent customer care skills
	YES
	

	Good communication skills (written verbal and numeric)
	YES
	

	Experience of cash handling and cash reconciliation and of assisting members of the public over the telephone and in person  
	YES
	

	Experience in the use of computerised data bases
	
	YES

	NVQ Level II Customer Services
	
	YES

	Word processing qualification eg ECDL
	
	YES

	Previous experience in a leisure or similar environment
	
	YES

	Must be familiar with banking procedures and systems
	
	YES

	
	
	

	
	
	

	
	
	


Contd. overleaf
CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS

The short-listing criteria listed plus the following:
	ASSESSMENT

METHOD
	CRITERIA

	Interview


	Must have the ability to balance monies and reconcile to Audit Rolls

	Interview


	Must be numerate

	Interview


	Must have the ability to act on own initiative to resolve complaints

	Interview


	Must be able to pass on information clearly and concisely

	Interview


	Must possess good interpersonal skills

	Interview


	Must be able to deal with dissatisfied customers in a diplomatic and understanding manner



	Interview


	The ability to remain calm under pressure



	Interview


	The ability to promote sales of sporting  accessories



	Interview


	Must have an understanding of good customer care principles



	Interview


	Must be willing to undergo relevant training to further own development




