


SEFTON METROPOLITAN BOROUGH COUNCIL 

JOB DESCRIPTION

Department :             Sport & Recreation
                 Location
 Meadows

Section :

Communities

               Grade:
BAND C

Post:


Customer Service Assistant

Responsible to:
Operations Manager
Responsible for:
N/A


Job Purpose:



To work as part of a team of Customer Services Assistants providing front of house services to Library and Leisure Centre customers in order to ensure the efficient operation of Meadows.

MAIN DUTIES:
1. To ensure that customers and visitors are welcomed to the centre in a friendly, helpful and efficient manner.

2. To operate the “booking” and “payment collection” of both library and leisure centre according to approved procedures.

3. To assist in accounting for all small stock items for sale or hire.

4. To assist in collating statistical information as determined by the Management Team.

5. To maintain service awareness and personal developments as required.

6. To assist in playing an active part in the sales and membership process, to be aware of monthly targets.

7. To ensure Sefton Council’s Equal Opportunities policies are implemented and promoted.

8. To assist with the efficient operation of the formal “customer comments” procedure.

9. To assist with the efficient operation of the “lost property” procedure.

10. To maintain the Reception area ensuring it is clean and tidy and ensure that all publicity material on display is relevant and up to date.

11. To assist in promoting the library and leisure centre and encourage the use of its facilities and services at all times.

12. To ensure compliance with Health and Safety Regulations and rules of Management at all times.  All staff are responsible for the implementation of the Health and Safety Policy in so far as it affects them, their colleagues and others who may be affected by their work.  The post holder is expected to monitor the effectiveness of the Health and Safety arrangements and systems to promote appropriate improvements where necessary.

13. This job is a representative document.  Other reasonably similar duties may be allocated from time to time, commensurate with the general character of the post and it’s grading.

Health and Safety

All staff are responsible for the implementation of the Health and Safety Policy in so far as it affects them, their colleagues and others who may be affected by their work. The post holder is expected to monitor the effectiveness of the Health and Safety arrangements and systems to promote appropriate improvements where necessary.  

Organisation Structure (see chart)
Person Specification (see attached guide)

Special Conditions

1 Able to work flexible hours including evenings and weekends.

2 Some duties can be physically demanding.

3 Identification badge to be worn at all times.

General Conditions

1. This job description is a representative document. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading. 

2. The postholder will be expected to comply, observe and promote the equal opportunities policy of the Council.

Prepared by:

Terry Game
Senior Operations Manager

Meadows leisure Centre

           SPORT & RECREATION
                    Health & Wellbeing
Post:  CUSTOMER SERVICES ASSISTANT             

Post Grade:  BAND C
	Personal attributes required

(on the basis of the job outline)
	Essential (E)

Or

Desirable (D)
	Method of Assessment

Application form (A)

Interview (I)

References (R) 

	Qualifications

· 3 GCS’E’s (grande C or over) or equivalent to include maths and English Language.

· Word Processing qualification.

· Seminars/Courses on Customer Care.
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	Experience

· Demonstrated clerical experience including handling and Accounting of cash and stock, collating information, maintaining records etc.

· Similar experience of front of house work.
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D
	I 
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	Knowledge /Skills and Abilities

· Interpersonal skills including friendly, outgoing and helpful.
· Excellent oral and written communication skills.
· Ability to work as part of a team.
· Ability to undertake a wide range of clerical and financial tasks.
· Flexibility.
· Ability to work under pressure.
· Demonstrated skills in using technology.
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	Personal Attributes

· Calm under pressure

· Smart Appearance and pleasant demeanor

· Able to work on own initiative
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