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	Directorate
	Environment and Leisure (Sport and Leisure)

	Section/Location
	

	Post Title
	Clerical Receptionist

	Permanent/Temp
	Permanent

	Grade
	4 SCP 013-016

	Responsible to
	Admin and Team Leaders

	Responsible for
	Delivery and operation of frontline reception service with the highest commitment to customer care.

	Job Purpose

	To provide a full reception service using the Dimensions/Advantage systems


	Job Content

	Have excellent customer care skills, to provide an efficient & friendly service

Responsibility for cash control of all monies in compliance with North Tyneside Council’s financial regulations.

Security of items of stock and equipment

Provide an information service including programme and course details, pricing and promotional information and other miscellaneous services.

Taking phone calls and operating manual / computerised booking systems.

Issue of equipment items and the sale of consumable items.

To perform certain other clerical duties such as; word processing, booking enquiries, class attendance sheets, daily / weekly income returns.

Assist in controlling entry and exit systems and operating PA. 

Responsible for the implementation of emergency systems, including fire, security, hospital, police and other emergencies, in accordance with the procedure contained in the departmental and established safety policy.

Adopt a flexible working approach in relation to duties, together with mobility between establishments and within departments.

Carry out other duties relevant to the job as directed by the Managers.


	Performance standards

	Excellent levels of service and high quality customer care

Ensuring telephone is answered correctly.

Clear understanding of customer care and to work within customer care standards of sport and leisure.

Cash handling procedures whilst working within Councils’ financial regulations.

Cash register/keyboard use, booking system.



Understanding of Information Technology.





To support and assist the customers in a positive, polite manner. 


	Working conditions

	You may be asked to work at any centre depending on the needs of the service

Maintain a flexible, responsive, committed attendance at all times.
Work alone, time management, plan day without supervision. Wear the uniform provided at all times during shift. Work within the set guidelines and follow checklists for the working area developed by the Team Leaders



	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Clear understanding of customer care


Cash register/ keyboard use Information Technology understanding ie ‘Microsoft Office and Microsoft Office Teams


	Knowledge of local area

Cash handling procedures/financial regulations

Knowledge of booking systems

Experience in Front Desks systems eg Dimensions/Advantage

Knowledge of GDPR
	Interview and Application form

	Qualifications and Training
	
	Good school education

NVQ vocational qualifications in customer care, administration/clerical


	Interview and Application form

	Experience
	Working in a customer-led environment

Cash-handling experience

Telephonist


	Worked in a sports centre environment


	Interview and Application form

	Special Requirements
	Confident, friendly, out-going.

Ability to work under pressure and as a team reach set targets

Good telephone manner
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