
 
JOB DESCRIPTION 

 
JOB TITLE 

 
Receptionist  

 

DEPARTMENT/SECTION 

 
Sylvestrian Leisure Centre  

 

LINE MANAGER  

 
Duty Manager 

 

SAFEGUARDING  

 

“Forest School is committed to safeguarding and promoting the welfare of children and expects all 
staff to share this commitment. Applicants must be willing to undergo child protection screening 

appropriate to the post including checks with past employers and the disclosure and Barring 
service. We are an equal opportunities employer.” 

 
The Postholder will be required to: 

• Complete an Enhanced Disclosure and Barring Service (DBS) 

• Complete Child Protection Training  

• Promote and safeguard the welfare of all children and adolescents they are responsible 
for, or whom they come into contact. 
 

 

JOB SUMMARY  

 

Sylvestrian Leisure Centre requires a professional and enthusiastic receptionist to make a 
significant contribution to a large, dynamic and forward-thinking Leisure Centre. The Receptionist  
Job purpose it to be the welcoming face for the leisure centre and ensure that everyone who 
enter the leisure centre are received in a friendly, polite and efficient manner. 
 
The post holder is required to deliver an excellent customer focused service and will often be the 
first point of contact for the organisation. Receptionists are responsible for the safety of all 
customers and staff who enter the building. They must have a full understanding of the centres 
policies, procedures and implement all safety procedures therein. 
 
Day to day, the receptionist will be up selling memberships, booking facilities, and booking 
different services for customers. They will oversee the confectionary behind the counter and give 
useful information to customers. The post holder must have good communication skills by face to 
face, phone calls and emails. 
 
 
 
 
 



 

 

 

  

 

KEY DUTIES AND RESPONSIBILITYS  

 

• Follow policies and procedures outlined in the PSOP  

• To develop a friendly and efficient working relationship with customers, over the 
telephone and point of sale at the reception desk. 

• To promote the leisure centre positively and maintain the displays of promotional 
material as relevant to the  

•  To be responsible for cash handling and reconciliation of monies at the end of each day  

• To receive telephone, written and personal bookings and payment for the centre’s 
facilities. 

• To liaise with customer/and or swimming teachers with the choice and enrolment on the 
centre’s various courses 

• To be able to operate the telephones and computer booking system whilst on duty. 

• To sell, stock check, and refill as necessary. 

• To undertake any other duties as may be required to assist in the running of the leisure 
centre. 

• Ensure the reception area is clean, tidy and a safe pleasant environment for all. 
 

 

FOREST SCHOOL’S POLICY AND PROCEDURE  

 
The postholder is required to actively follow and abide by all Forest school policies and 
procedures including Equal Opportunities and Child protection. The postholder should retain an 
awareness to and observe fire and health and safety regulations. 
 

 

TERMS OF EMPLOYMENT  

 

• Casual Employment contract where work will be offered on ad “ad hoc” basis. 

• Will be set on an hourly wage. 

• Pay days will be monthly paid. 

• You will be subject to our standards code of conduct and rules. 

• You will receive payment in respect of holidays in line with Working Time Regulations. 



 

 
PERSON SPECIFICATION 

 

CRITERIA 

 
QUALIFICATIONS: 

 

• C+ or 4+ GCSE or equivalent in Maths and English  

• RSA II in word processing 

• First Aid Qualification with a recognised organisation 
 

EXPERIENCE: 

 

• 6 months experience in a similar role 

• In leading effective communication to a team 

• in handling difficult situations calm and collectively  

• In cash handling  

• Experience with selling and upselling 

• Dealing with customer and complaints 
 

KNOWLEDGE AND SKILL: 

• Excellent communication and interpersonal skills 

• Excellent organisation skills 

• To use initiative and be proactive 

• Able to use Microsoft packages (word, Excel, Outlook) 

• Safeguarding Children and vulnerable adults 
 
ATITUDES 

• Possess a positive attitude and approach to change and 
development 

• Work collaboratively and effectively with others  

• Ability to work individually and with others 

• Ability to build and maintain positive, respectful relationships 
with customers and colleagues 

• Ability to deal with difficult situations calmly and effectively 

• Ability to be open minded and put forth any ideas to improve 
the facilities to the postholders line manager 
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