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	Job Title:
	Entertainment Assistant
	Pay Band: 
	3



	Job Purpose: 

	To provide an efficient, friendly entertainment service e to Dolphin Centre customers to include taking bookings via telephone, in person, via booking system for Bowling, Golf, interactive darts and monitor online bookings. 


	Valued Behaviour Level:
	1, Expected Competencies for all employees 

	JE reference: E3794
	

	What are you expected to do?

1. Complete all necessary components of the Dolphin Centre Academy framework.
2. Provide excellent customer service and respond to enquiries relating to entertainment activities and catering services, both in person and by telephone.
3. Process bookings, payments and changes using the computerised booking system.
4. Monitor online bookings, manoeuvre bookings on system to maximise booking space.
5. Taking food and drink orders, preparing drinks including alcoholic drinks, sale of hot snacks and confectionary, delivering orders to customers and clearing tables. 
6. Promote and support party bookings, private hire and entertainment events.
7. Respond to basic troubleshooting with equipment if error occurs as per training.
8. Maintain a clean and safe environment and ensure displays are up to date and smart.
9. Ensure opening and closing procedures of Entertainment reception and surrounding areas are completed.
10. Accurately count money at the end of a shift, and check cash float.  Prepare money for reconciliation and assist the Duty Manager in reconciling any discrepancies.
11. Assist with the setup and delivery of birthday parties and other events.
12. Sell sports and re-saleable equipment, if required
13. Contact bookings to ensure payments are made, schools, clubs, and casual customers to resolve problems, usually upon instruction from the Supervisor /Duty Manager.
14. Assist in evacuation of the entertainment areas in accordance with EAP
15. Monitor customer suitability for activities and report any concerns to management.
16. Report Defects in area to Manager to ensure areas are free from hazard and remove any potential hazards where necessary
17. Work and communicate efficiently and effectively within and between work groups. Attend team development meetings and training sessions as reasonably requested.
18. To carry out any other duties relevant to the grading of the post as requested by the Duty Manager and General Manager
	




Person Specification
	
Criteria No.
	Attribute
	Essential
(E)
	Desirable
(D)

	
	Qualifications & Education
	
	

	1
	NVQ Level 2 or equivalent in Business Administration or related subject.
	
	D

	
	Experience & Knowledge
	
	

	2
	Approximately 1 year’s experience of working in a public facing environment
	E
	

	3
	Cash handling experience
	E
	

	4
	Familiarity with banking procedures and maintenance of a Petty Cash system
	E
	

	5
	Experience in operating to a quality system
	
	D

	
	Skills
	
	

	6
	Ability to work successfully as part of a team
	E
	

	7
	Ability to communicate both orally and in writing to a range of audiences
	E
	

	8
	Ability to organise work with minimum supervision 
	E
	

	9
	Ability to maintain accurate records 
	E
	

	10
	Able to deal confidently with members of the public, colleagues and external organisations 
	E
	

	11
	Ability to apply accurate literacy and numeracy skills, to include spelling, punctuation, grammar, percentages and decimals 
	E
	

	
	Personal Attributes
	
	

	12
	Able to work on own initiative
	E
	

	13
	Able to remain calm under pressure
	E
	

	14
	Committed to high standards of customer service
	E
	

	15
	An interest in sports and leisure
	
	D

	
	Special Requirements
	
	

	16
	A flexible approach to working time arrangements to be available to work at short notice including evenings, weekends and Bank Holidays
	E
	

	17
	The ability to communicate at ease with customers and provide advice in accurate spoken English
	E
	




Supporting Statement
Our values:
Are at the heart of everything we do. Our values are not just words, the way we behave is one of the most important ways we can demonstrate them. 

	RESPECT…
be Respectful towards the Council, each other as colleagues as well as our community, residents, service users, stakeholders and wider partners. 

	COLLABORATE…
act Collaboratively and ensure our successful journey of collaboration continues to ensure that we maximise opportunities to achieve success.

	INNOVATE…
be Innovative in everything we do and voice improvements to ensure we offer quality services.
	DELIVER…
deliver quality services to all and strive to always deliver the best we can with the resources available.



All employees will be expected to:
· [bookmark: _Hlk216194895]Engage with our My Journey process and supporting conversations.
· Ensure that you work and communicate in line with our core values, policies and procedures and you are aware of your obligations under these. 
· Behave according to the Valued behaviours framework, the Dignity & Respect Policy and Employees’ Code of Conduct and ensure that you are aware of your obligations and responsibilities re. conflicts of interest, gifts, hospitality and other matters covered by the Code.
· Carry out your role in line with our Equality agenda.
· Be a team player and willing to be supportive and flexible.
· Carry out any other duties of a similar nature related to this post that may be required from time-to-time.
· Comply with health and safety policies, organisational statements and procedures, report any incidents / accidents/ hazards and take a pro-active approach to health and safety matters to protect yourself and others.  
· Carry out your role in line with our climate neutral ambitions.
· We are committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment.
· [bookmark: _Hlk211340693]This post is deemed to be a ‘Customer Facing’ role in line with the definition of the Code of Practice on the English language requirement for public sector workers.
· This post requires uniform and PE that will be provided to be worn at all times.
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