Casual Receptionist 
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DMBC Operating Model 2024 - Vision:

A community-focused, financially resilient, collaborative, and sustainable council delivering the services required to support and meet the essential needs of residents, businesses, and the local economy.
Case for Change July 2024

Our Values:
Our values describe what we stand for and how we operate, and we expect our values to be lived and role-modelled throughout our organisation.
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	Job Title:
	Casual Receptionist
	Grade and Salary:
	Grade 3, £26,016 - £26,427
	Reports to:
	Centre Manager/Duty Manager/Leisure Service Support Officer
	Post Number:
	AC2


Role Purpose:

Provide an effcient and professional first point of contact for customers at the facility 

Provide a reception service covering ticket issues, receipt of cash, maintaining daily cash reports, booking entries for facility within the guidleines for audit control under the standing orders of the Local Authority 


Specific Responsibilities:

Receive bookings and enquiries for the Leisure Centres from members of the public either in person or over the telephone

· Receive monies and issue appropriate receipts to customers as laid down in the Council’s Standing Orders and Financial Regulations and the reconciliation of takings

· Ensure reception and cash security at all times when on duty and to hold and safeguard keys issued for these purposes

· Assist in the promotion of the Leisure Centre, including any responsibilities that may be assigned

· Maintaining centre records and procedures in respect of lost property 

· Maintain and develop good working relationships with both internal and external customers

· Maintain a flexible working attitude towards covering other shifts at short notice

· Maintain standards of safety, security and cleanliness

· Adhere to Dudley Council’s policy on corporate identity and represent the council accordingly by wearing correct uniform at all times


· Uphold the Section’s Vision, Values and Policies

· Attend staff training or meetings when required by the Centre Manager

· Carry out any other duties commensurate with the salary grade and responsibility of the post


Key Responsibilities:

· To be accountable for and promote equality, diversity and community cohesion to meet Group, Department and Function objectives.  All employees have a responsibility not only for their own behaviour, but also for others regarding equality of opportunity.  Any incident must be reported. 

· To participate in a Performance Review and Development meeting and undertake a plan of training where necessary.  Develop his/her own skills and expertise in a professional manner. 

· In addition to all the responsibilities listed above, all employees must be flexible in their approach and undertake other duties that are commensurate with post holder’s level, wherever they may be, to achieve the objectives of the Group. 

· To represent the Council and Group in a professional manner meeting the Corporate and Group aims.  To comply with Group and Corporate policies. 

· If appropriate to be responsible for the recruitment and performance management of designated teams and individuals in accordance with Corporate and Group aims and management style. 

· To comply with the council’s financial regulation and standing orders 

· To actively promote Dudley’s commitment to safeguarding and promoting the welfare of children, young people and vulnerable adults at a level appropriate to this group. 

· Employees must comply with health and safety legislation and will be required to comply with the Council’s Health and Safety Policies. All employees must ensure that they take reasonable care of their own health and safety as well as the health and safety of any person that is affected by their actions.  

· To be responsible for adhering to legislative requirements and Council Policies and Procedures including, but not exclusively health & safety, Data Protection and Internet/Email use. 
· As an employee you must comply with the requirements of the Health & Safety Act 1974 and affiliated regulations. You are also required to comply with the Council’s Health and Safety policies and take reasonable care for health and safety of yourself and of other persons who may be affected by your acts or omissions. Where the Council has a statutory duty with regard to health and safety you are required to cooperate with the Council and its managers and officers so far as necessary to enable the Council to meet that duty. This includes using equipment and substances in accordance with training and instruction and the reporting of serious dangers to your own or own safety

· Equality -  the Council is committed to ensuring equality of opportunity and to the principle that employees should be entitled to work in an enviroment free from intimedation and harassment. All employees have a responsibilty not only for their own behaviour, but also for others regarding equality of opportunity. Any act of discrimination must be avoided and incident reported accordingly


Special Conditions:

· Must be able to work evenings, weekends and public holidays
· Regular attendance at training sessions is compulsory
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	Click or tap here to enter text.
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Essential criteria:Person Specification

	

Qualifications and Experience
	Application form
	Technical assessment
	Interview

	1. 
	Previous experience of reception / admin duties to include answering the telephone, dealing with the public
	
	
	

	2. 
	Good understanding of customer service
	
	
	

	3. 
	Previous experiences of operating a till, receiving income and reconciling monies taken
	
	
	

	4. 
	GCSE or equivalent in Maths and English
	
	
	

	Skills and abilities

	5. 
	Proven commitment to public service and the ability to champion equality, diversity and inclusion and embedding these as core values
	
	
	

	6. 
	Must have good communication and interpersonal skills
	
	
	

	7. 
	Must have good information technology skills
	
	
	

	8. 
	Must have good numeracy and literacy skills
	
	
	

	9. 
	Able to work in a busy environment
	
	
	

	10. 
	Able to undertake general office duties such as filing, photocopying etc
	
	
	

	11. 
	Ability to work unsupervised
	
	
	

	12. 
	Must be able to promote the image of the centre through personal actions
	
	
	

	13. 
	You must be active, alert and able to work as part of a team
	
	
	

	14. 
	Able to work in a busy environment whilst maintaining the attributes of good customer care practices
	
	
	

	15. 
	Must be able to demonstrate the ability to listen and understand colleagues and customers
	
	
	

	16. 
	Pleasant, friendly personality
	
	
	

	17. 
	Calm under pressure
	
	
	

	18. 
	Able to demonstrate tact, diplomacy and discretion
	
	
	






	
	
	Yes
	
	No
	
	
	
	

	
	
	
	
	
	
	
	
	

	Will the post holder be

	
	
	
	
	
	
	
	
	

	
	Working in an educational 
	
	
	
	x
	
	If Yes, the post holder 

	
	establishment, children’s day or residential care home
	
	
	
	
	will require an Enhanced
Disclosure

	
	
	
	
	
	
	
	

	
	Involved in caring, training, 
	
	
	
	x
	
	If Yes, the post holder

	
	supervising or being in sole, unsupervised contact with children
	
	
	
	
	
	will require an Enhanced Disclosure

	
	
	
	
	
	
	
	

	
	A member of an executive
	
	
	
	x
	
	If Yes, the post holder

	
	which discharges any educational or social services functions of a local authority
	
	
	
	
	
	will require an Enhanced Disclosure

	
	
	
	
	
	
	
	

	
	Involved in regularly caring for
	
	
	
	x
	
	If Yes, the post holder

	
	Training, supervising or in sole charge of vulnerable adults, as defined in the Disclosure Access Category Code List
	
	
	
	
	
	will require an Enhanced Disclosure

	
	
	
	
	
	
	
	

	
	Concerned with the provision of
	
	
	
	x
	
	If Yes, the post holder

	
	Care services to Vulnerable Adults
	
	
	
	
	
	will require a Standard Disclosure

	
	
	
	
	
	
	
	

	
	Working with children or 
	
	
	
	x
	
	If Yes, the post holder

	
	Vulnerable Adults
	
	
	
	
	
	will require an Enhanced Disclosure
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