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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:


Temporary Cashier / Receptionist (Maternity Cover)

SALARY: 
£7.85 per hour inclusive of Living Wage Allowance
plus weekend enhancements where applicable
LOCATION:

  
Craig MacLean Leisure Centre
RESPONSIBLE TO:

Facilities Manager and Leisure Supervisor

JOB PURPOSE:
To assist in the daily operation of the centre by providing a high standard of front line service whilst ensuring the efficient execution of all associated administrative and reception duties
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. To undertake the range of clerical and reception duties required by the post.

2. To perform various cash teller functions and financial duties in line with regulations.

3. To record and provide statistics regarding income, users, equipment, materials and resale.
4. To ensure satisfactory handling of booking applications and confirmations.

5. To demonstrate an in-depth understanding of the High Life membership scheme and actively contribute to the promotion of the package.

6. To administer the High Life membership scheme and the MRM system.

7. To maintain and improve established administration systems.

8. To process orders and raise invoices through the allocated financial/procurement systems -Oracle and Pecos.

9. To produce and maintain documents and spread sheets using Microsoft Office software.
10. To provide information to the public regarding activities and timetables in person and by telephone.
11. To display and monitor current information regarding activities and timetables on customer notices and display boards.
12. To carry out the banking of facility income and maintain adequate levels of change for business.
13. To deliver a high standard of customer service and maintain company dress code and standard.
14. To understand the role and responsibilities of the post with regards to health and safety policy and operating procedures.  To remain  up to date with these procedures and requirements. 
15. To undertake training in any aspect of facility procedures as required.
16.  To administer the lost property procedure.
17.  To keep reception areas clean and tidy.
18.  To liaise with the Supervisors on the day-to-day operation of the facility.
19.  To maintain security of the reception at all times, adhering to data protection policy and ensuring confidentiality is preserved. 

20.  To bring to the attention of the manager any improvements that might increase the effectiveness or efficiency of the centre.

Other Duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
Date:
 May 2015
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:

Temporary Cashier / Receptionist


LOCATION:

Craig MacLean Leisure Centre

ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-
1. EXPERIENCE 
· Experience of front line position in the customer service industry. 
· Experience of procurement and financial systems
· Experience cash handling/banking/reconciliation/direct debits.

2. EDUCATION AND QUALIFICATIONS
· Evidence of IT qualifications would be desirable but not essential

· Ability and willingness to undertake training in the company’s financial and membership system

3. SKILLS/ATTRIBUTES GENERAL
· Excellent communication skills both written and oral

· Good level of numeracy

· Be self-motivated 
· Have high standards of performance

4. SKILLS/ABILITIES SPECIFIC TO THE POST
· Ability to use Microsoft Office software to accurately produce documents and spread sheets. 
· Demonstrate competency on computer systems and databases

· Ability to use initiative within the scope of the duties to improve systems

· Ability to work under pressure, multitask, problem solve and meet deadlines

· Ability to organise and balance the clerical aspect of the post whilst performing reception duties to a high standard
· Interest in the recreation industry and understanding of the health and safety issues associated with a leisure environment
