	Ernest Bevin College

Job Description 


	Title: Sports Centre Receptionist 
	· Salary £11.93 Per Hour


	Supported by and reporting to:  Assistant Principal
	Assisted By:  College Staff

	Area of Responsibility: Sports Centre Reception 
	Hours of Duty: An average of 30 hours a week (could be split as a job share). Covering all hours of operation between 6.45pm to 9.45pm week days and 8.45am to 4.30pm at weekends


Overall objective of the post:

1. Undertake reception duties, face to face enquiries and signing in visitors.

2. To assist in the co-ordination of procedures related to the management of the Sports Centre
Main Duties and Responsibilities 
1. To act as the central communication link between all users of the sports facilities and the sports facilities management team.

2. To assist in the organising of part time rotas ensuring the reception is covered at all times and to co-ordinate any additional administrative work 

3. To greet all visitors to the centre, ensuring they are made welcome and ascertaining their requirements, assisting them with general information or passing them on to the appropriate person.

4. To ensure good customer care of all enquiries.

5. To receive and distribute incoming post.
6. To inform the Assistant Principal of health and safety or security issues which require immediate action.

7. To ensure the reception area is constantly neat and tidy thus projecting a professional image.

8. To control ancillary facilities such as lighting and security cameras which are linked to the main reception.

9. To control access to the facility from the sports centre reception.
10. To monitor usage of the sports facilities and to provide feedback as requested to the Assistant Principal 
11. To undertake other discrete areas of responsibility and/or specific projects as may be required and agreed from time to time by the Assistant Principal 
12. Be aware of and comply with policies and procedures relating to Health, Safety and Security and Data Protection, reporting all concerns to an appropriate person. 

13. Be a registered key holder and ensure the security of the premises as delegated by the Headteacher.

This job description does not direct the particular amount of time to be spent on carrying out the above duties and responsibilities and no part of it may be so constructed. This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year and may be subject to modification or amendments at any time after consultation with the post holder.                  
To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation, and the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role. To ensure the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.                                 Jun 2020

