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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:
High Life Support Assistant
SALARY: 


£18,527 - £20,820 pro rata
LOCATION:


Inverness
RESPONSIBLE TO:

ICT Senior Officer (Leisure)
JOB PURPOSE:
To support the High Life scheme membership central administration team, acting as a first point of contact for existing and potential High Life members, to administer and process all aspects of High Life membership and assist in the day to day provision of general office/administration support to facilities.
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. To ensure that all High Life membership queries/processing is dealt with and updated by their required deadlines.

2. To respond to general customer emails from High Life inbox and telephone queries, ensuring all queries are dealt with professionally and directed to the relevant department where appropriate. 
3. To act on AUDDIS/DIRECT DEBIT information received, by initiating and concluding member sign ups / cancellations, account amendments etc.
4. To liaise with facility High Life administrators regarding site-specific membership issues.
5. To assist in maintaining the current filing arrangements in a logical and systematic manner, ensuring items are archived on time and up-to-date.
6. To review aged debts and contact customers by telephone and email to collect.

7. To devise and work a rota with a colleague to provide cover early evenings on weekdays thereby ensuring the team is more available to support customers.

8. Provide data reports as required to support the High Life scheme management. 

	
	


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:
 31st January 2019
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:
High Life Support Assistant
LOCATION:

Inverness
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 
· Must have experience of working within a busy office/clerical environment or similar.

· Must have experience of working with and administering customer records or similar administrative experience in a computerised database system.

· Must have experience of liaising with members of the public including handling difficult situations.

2. EDUCATION AND QUALIFICATIONS
· European Computer Driving Licence (ECDL) or similar. 
3. SKILLS/ABILITIES
· Be able to work on own initiative as well as within a team;

· Be proficient in Office based software packages eg. Microsoft Office 2010 with extensive knowledge of Word and Excel;

· Be able to deliver upon instructions;

· Be able to work well under pressure;

· Excellent time keeper;

· Be able to plan, prioritise and multi-task;

· Have a focused “can do attitude”;

· Open to new ideas;

· An ability to anticipate new customer demands in the industry;

· Have a willingness to “promote & sell”;
4. INTERPERSONAL AND SOCIAL SKILLS
· Have respect and courtesy towards people;

· Excellent communication skills;

· Be able to communicate at all levels of the organisation;

· An enthusiastic, positive attitude.

