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JOB DESCRIPTION 
Job title:


Receptionist

 
Reporting to: 

Centre Manager
Hours:
19.5 hours. 
Four-week rota including evenings, weekend, and Bank Holidays

Salary:


£10.59 - £11.44 per hour
Closing date: 

Monday 29 April 2024 at 5pm
Job purpose:

To ensure the effective operation of reception, whilst continuously delivering an efficient and high standard of service to all visitors to the facility.

Main duties and responsibilities: 
· To assist in the effective control and operation of reception. Specific areas include the control of admissions, bookings, memberships and ensuring the reception area is kept clean and tidy.
· To maintain good public relations with all visitors and potential users. Receive and record visitors, informing them of the College health and safety procedures, making staff aware that visitors have arrived.
· Operate cash control procedures in compliance with laid down regulations.

· Be responsible for all cash, tickets, stock, and equipment under their control.

· Answer phone calls received through the College switchboard, directing calls to relevant departments, and issuing telephone messages as necessary.
· Liaise with the Assistant Managers regarding bookings, cancellations, and general availability of the facility.

· To promote Centre activities.

· Sign for, sort, and distribute mail within the College, to staff and students and prepare outgoing post. Arrange courier collections as and when required, maintaining records as required.

· Issue/sell stationery to staff and students, maintaining accurate records of items distributed or sold.
· General administrative duties as required: Photocopying, scanning, collating, shredding, and maintaining the lost property system.

· Attendance and participation in staff development activities as necessary.
· The nature of the post requires that the post-holder will work such hours, including evenings, weekends, and public holidays, as are necessary to fulfil the role.

RNC is an equal opportunities employer welcoming applications from all sections of the community. We are committed to safeguarding and all successful applicants will be subject to an enhanced DBS (Disclosure and Barring Service) check. 

Eligibility to work in the UK is required.

Note: This job description covers the main, current duties and responsibilities of the job; however, it is subject to review and amendment in the light of developing or changing organisational needs. Other activities commensurate with this Job Description may from time to time be undertaken by the Job Holder. 
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PERSON SPECIFICATION – Receptionist
Essential and Desirable criteria will be assessed using a range of methods that may include: application form, interview, task or test, presentation of certificates or required document. Consideration will be given to candidates who may not hold all of the essential requirements but who can demonstrate equivalent and relevant experience.
	ATTRIBUTES
	MINIMUM/ ESSENTIAL 
	DESIRABLE 

	Experience

	· Previous experience or proven track record in a front-line service
· Experience of cash handling
	· Experience of using the booking system or similar administration 

· Working within and educational environment

· Working with people with disabilities

	Knowledge/skills
	· Excellent communication skills – oral and written

· Good working knowledge of the Microsoft office suite of programmes, excel and word in particular.
	· Awareness of health and safety practices and guidelines


	Qualifications and training
	· Minimum of GCSE grade C passes in Mathematics and English Language, or equivalent
	· NVQ Level 2 I Business Administration or Customer Services or equivalent

· Secretarial Skills
· Information Technology - Word, Excel

	Disposition, attitude and motivation
	· Ability to work under pressure

· Ability to work independently and as apart of a team

· Discreet and with a clear understanding of confidentiality

· Enjoy working as part of a team

· Patient and tolerant

· Good sense of humour

· Understanding of safeguarding for our students, and a commitment to safe practice

· Commitment to equality and diversity and its active promotion
	

	Additional/other
	· Enhanced DBS (Disclosure & Barring Service) disclosure required prior to appointment being confirmed.

· Eligibility to work in the UK

· A flexible attitude to working hours in order to cover events which will include evenings, weekends and bank holidays
	



