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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:


Outdoor Centre Assistant
SALARY: 


£16,507 - £18,272 pro rata
LOCATION:


Glenfinnan Bunkhouse, Lochaber
RESPONSIBLE TO:

Outdoor Centre Supervisor

JOB PURPOSE:
Ensuring a high quality experience for customers
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. To undertake all health and safety checks and responsibilities as delegated by the RPO
2. To prepare rooms for visitor use
3. To carry out cleaning of all areas to a high standard
4. To check for cleanliness and safety on a regular basis and ensure safe method of work are achieved
5. To update yourself regularly on all written operating procedures and carry out accordingly
6. To bring to the attention of the Leisure Manager any improvement that might increase the effectiveness and efficiency of the centre

7. To be the first point of contact for visitors 
8. To be responsible for the security of the building including the fire alarm and key holder responsibilities

9. Taking booking and checking the booking system daily

10. The reception of visitors during set times 
11. Basic cash handling and receiving of payment
12. Ordering of cleaning materials
13. Responsible for checking stock levels

14. Checking of deliveries to the centre

15. Answering all public enquires in person or by telephone

16. Ensuring cleanliness of area outside the facility. Liaise with external contractors e.g. pest control, laundry services as required
17. Liaise with local community to maintain good relations

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: 
March  2019
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:

Outdoor Centre Assistant
LOCATION:

Glenfinnan Bunkhouse, Lochaber

ESSESTIAL 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
· Working in a related field
· Experience of working with the public
.

2. EDUCATION AND QUALIFICATIONS
· Good general education
3. SKILLS/ATTRIBUTES GENERAL
· Well motivated

· Initiative

· Communication skills

· To cope with difficult people and situations

· Ability to work with all age groups

· Dealing with the general public

· Can do attitude
4. SKILLS/ABILITIES SPECIFIC TO THE POST
· Able to work shift system

· Building cleaning skills

· Ability to operate security and fire system

5. INTERPERSONAL AND SOCIAL SKILLS
· Ability to get on well with colleagues and customers

· Able to work part of a team

· Even tempered

· Able to make decisions
	

	

	

	


