DETAILS OF A POST

SECTION A: JOB DESCRIPTION

1. ASSOCIATION:
BOURNEMOUTH YMCA

    ADDRESS:


DELTA HOUSE


56 WESTOVER ROAD


BOURNEMOUTH


DORSET BH1 2BS

   

TEL.NO. - (01202) 29045l

2. JOB TITLE:
Receptionist
3. RESPONSIBLE TO:
THE JUNCTION SPORTS AND LEISURE CENTRE 

CUSTOMER SERVICES / RECEPTION MANAGER


4. JOB PURPOSE:
To manage all aspects of Reception / Customer Service relating to The Junction Sports & Leisure Centre.
5. MAIN RESPONSIBILITIES

· To take bookings and enter them appropriately
· To receive and process cash/cheque/credit card payments as well as invoice payments
· To answer the phone as well as greeting all customers in a pleasant and professional manner
· To complete cash-ups at specified times 
· To keep up to date by checking/absorbing the Reception based clipboard information system
· To ensure all systems and procedures are correctly adhered to and managed for a professional and smooth Reception delivery, including all monies/payments and transactions taken.
· Selling Memberships/Course Enrolments and other services/products whilst ensuring any required paperwork is completed correctly
· Ensures all health and safety Sunbed record cards are kept up to date
· To deal appropriately with all customer enquiries.
· To keep Reception based materials/leaflets/forms etc...fully stocked as well as the overall Reception area both customer and staff sides
· To ensure that all visitors/customers to the centre are asked for membership card / course or enrolment card or for the purpose of their visit

· In the event of an emergency/evacuation to ensure all monies are safe and dealt with in line with policy
· Whenever possible promotes the available facilities / services of The Junction in a positive and professional manner
· To attend meetings as and when required whereupon certain appropriate reports/updates may be requested 

In addition to the job set out in this job description the worker may, from time to time,


be required to undertake additional or other duties as necessary within his or her capabilities and status to meet the needs of Bournemouth YMCA.

6. SCALE AND IMPACT

7. DISCRETION TO ACT


He/she will be directly responsible to The Customer Services / Reception Manager, but will work without close supervision and be able to make decisions within the parameters of the job description, YMCA policies and procedures and budget constraints. 
8. ENVIRONMENT

The role is based at the Junction Sports and Leisure Centre, Station Approach, Broadstone, Dorset, BH18 8AX.  The Junction is a Leisure Centre in the area of Broadstone, and at the very heart of the local community.  However the appointed person may need to travel within the Bournemouth & Poole area to attend key meetings.  Bournemouth YMCA is a local independent charity forming part of an international organisation that was founded in the UK some 163 years ago.
9. RELATIONSHIPS


Internal - The person appointed will work closely with the Customer Services/Reception Manager as well as relating to other staff through the working day. 
External - The person appointed will be expected to develop good relationships with customers using the centre.
SECTION B: PERSON SPECIFICATION

1. QUALIFICATIONS

The applicant should have a good general education with customer care and administrational qualifications an advantage/preferred.                                              
                                                                                                                                                            EXPERIENCE

Proven experience in a customer care focused environment is essential.                                                                             
3. ABILITIES & SKILLS
· Good written and verbal communication skills
· Good customer service/focused skills
· Good planning and organisational skills 
· Interpersonal skills and able to work equally on one’s own, and initiative, as well as the ability to work well within a team
· Commitment to achieving high standards of customer service and satisfaction
4. PERSONAL

The YMCA is a Christian organisation and the worker must be fully supportive of the Association’s Aims and Purposes.

He/She should be able to work responsibly without close supervision.  He/She should be able to prioritise conflicting demands with good humour and be resilient under pressure.
SECTION C: TERMS AND CONDITIONS

1. SALARY



£7.62 p/hr
2. HOURS OF WORK


To be discussed / finalised in the interview stages but options/flexibility exist.

It is recognised that the successful applicant will however need to be flexible within this department as the job role dictates. (covering sickness/holidays etc…)
3. PAID LEAVE ENTITLEMENT


5.6 Weeks. (pro rata per annum)
4. SICK PAY PROVISION


There is currently no sick pay entitlement with this post.
5. PENSION ENTITLEMENT


YMCA Bournemouth linked.
6. PERIOD OF NOTICE OFFERED AND REQUIRED


One month’s notice is required from the worker and one month’s notice will be given by Bournemouth YMCA, or the statutory minimum if greater. 
7. CONDITIONS OF APPOINTMENT


The employment will be subject to satisfactory references.  This post is subject to the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 and (Exceptions) (Amendment) Order 1986. 
8. IN SERVICE TRAINING


The person appointed will be expected to participate in In-service Training Modules as deemed appropriate by the Centre Manager for which budgetary provision will be made. 

9. MISCELLANEOUS 


The Customer Services/Reception Manager will be responsible for carrying out regular work reviews with the postholder who in turn will be responsible for the regular work reviews of his or her staff.   
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