Example job advert for website


Community Receptionist
Job Description

Job title: Receptionist


Department:
Grade:






     
 



             Job purposes:
To work as part of a team to deliver a quality customer service for community users at XXX school.
Duties and Responsibilities:
1. To undertake the general duties of a receptionist including:
· Operation of xxxx till system, including the collection of cash and issuing receipts, in doing so following the laid down Financial Procedures.

· Balancing of daily income

· Banking of daily income in accordance with Financial Procedures.

· Operation of facility booking system.

· Dealing with general enquiries, either by telephone or in person.

· Promoting good customer relations.

· Administrative duties associated with the Booking System, in compliance with the Data Protection Act.

· Record and report any maintenance issues and complaints that may arise during community hours.

2. To positively promote and adhere to the school’s Equal Opportunities Policy on all aspects of work.


3. Assisting in marketing the facility by ensuring that any promotional leaflets and brochures etc. are effectively displayed, and to assist in their production, as required.

4. To follow all health and Safety legislation / guidelines whilst performing duties.

5. Such other associated duties as from time to time accidentally arise, develop or be assigned.
Title of post to which this usually reports:
Community Facility Manager / Business Manager (or equivalent)
Number and nature of staff supervised: 
Casual Receptionists?
Performance reviews:
.

An individual Performance Review will take place bi-annually

Special conditions:
1. Duties will be carried out during evenings and weekends, as required, as part of an agreed normal work patterns. Work patterns can be changed, with due notice, to satisfy the requirements of the school. 

2. The post holder will be required to undertake training, as required.

3. The jobholder must wear the designated uniform provided when on duty and follow appropriate code of appearance in the respect.


Physical conditions
1.
Hours:      

2.
Work place:
 
Person Specification

	Method of Assessment
	AF = Application Form
	I = Interview
	T = Test or Exercise
	

	ESSENTIAL
	METHOD OF ASSESSMENT

	Experience
	

	Basic keyboard skills (system training will be provided).
	AF / I

	Skills and Abilities
	

	Ability to communicate in a clear, concise manner both face to face and by telephone.
	AF / I

	Able to work as part of a team.
	AF / I

	Ability to pass on information effectively.
	AF / I

	Accurate written communication skills enabling completion of a variety of forms. i.e. reconciliation forms.
	AF / I / T

	Commitment to delivering a quality customer service.
	AF / I

	Good understanding of principles of equality in relation to employment and service delivery.
	AF / I

	Training and Development
	

	A positive approach to learning and training of self and others
	AF /I

	Education / Qualifications
	

	Sufficient educational ability to accurately compile and record income figures
	AF/A
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