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Job title: 

Receptionist
Reports to:

Harringay Club Assistant Manager
Service name:
Health and Wellbeing 
Location: 

YMCA NL, Harringay Club, Crouch End N8 7EE
Salary: 

£9.03ph 
The YMCA North London Harringay Club provides a range of sporting activities for both adult and children to improve their health and wellbeing.  Our timetable has a large choice of gymnastics, dance, ballet, drama, yoga and martial art classes. Each area is successful, showing consistently high achievement in external examinations and competitions.   We have over 1,500 people attending classes every week, who enjoy the variety and quality we offer. Our customers are mainly from the North London area, however some travel from further afield to access our services. 

This job description is seen as a guide to the duties for which the post holder is responsible.  However, the employee’s duties will vary and develop; therefore, this is not an exhaustive list. 
Job Purpose

The purpose of this role is to provide a high quality and efficient front of house service for the Harringay Club.  The Reception staff will also be expected to assist in the smooth efficient running of the Harringay Club, and deliver an excellent administration service to customers and staff, whilst promoting a tolerant and caring environment.

Duties and Responsibilities

The main functions of the post holder are:

Reception Duties:

a) Serving customers, taking money for activities, memberships and courses and accurately accounting for all transactions at the end of each shift
b) Handling email enquiries from the HC bookings email address
c) Welcoming members, clients and visitors and providing accurate information concerning YMCA programmes and activities

d) Dealing with telephone enquiries, recording messages from incoming calls and transfer calls

e) Maintaining a clean and tidy environment, both behind and in front of the counter

f) Ensure communal areas are checked and tidied before end of shift

Administration Duties: 

a) Carrying out general administrative tasks such as word-processing and filing. 

b) Collating summary reports at designated intervals

c) Undertaking administrative duties to support the delivery of an effective programme of coaching and teaching

g) Ensuring that adequate stocks of information packs, programmes and relevant leaflets are available at reception for prospective members / interested parties

h) Carrying out administrative tasks to process membership sales, changes and cancellations

i) Actively promoting and selling products and services

General: 

a) Maintaining an up to date knowledge of the programmes offered by the Harringay Club 

b) Maintaining an orderly-working environment, including files, equipment etc.

c) Promoting members events and classes

d) Attending programme meetings report/comment/advise on duty officer matters and taking  part in discussions on other aspects of programme

e) Attending work related training sessions as directed by the Haringey Club Manager.

f) Delivering the highest standard of customer service at all times 

g) Achieving performance targets.

h) Undertaking other tasks that may be required from time to time to ensure the efficient operation of the facility.

i) Ensuring security of the Harringay Club property and premises

Additional

a) Committed to working within an equal opportunity framework

b) Supportive of the Christian Aims and Purposes of the YMCA

c) Flexible attitude to working evenings, weekends, and holidays.

d) Ensuring they do not compromise the health and safety of others and themselves in the workplace; taking reasonable care for the health and safety of him/herself and of the other people who may be affected by act or omissions at work

e) Co-operating with any legal steps the Association may take to fulfill its obligations under the Health and Safety at Work Act (HASAW).  Refer to the Staff Handbook for the full Health and Safety policy

f) Ensuring the safety and welfare of clients, but especially children, young people and vulnerable adults at all times

g) Reporting any concerns relating to child protection or protection of vulnerable adults
h) Upholding safe and efficient working policies and practices, undertake supervision and training and respect and progress equal opportunities

i) Maintaining records, and compile monitoring data as requested

Person Specification

	Knowledge/Education/Qualifications
	Essential or Desirable

	Mathematics and English to GCSE level standard or equivalent
	Essential

	A Level (or equivalent) in Maths and English
	Desirable

	Customer Service qualification
	Desirable

	A current First Aid qualification
	Desirable

	Experience
	

	Experience in a similar role
	Desirable

	Experience of working in a fitness centre environment 
	Desirable

	Experience of producing standard and non-standard correspondence
	Essential

	Abilities & Skills
	

	Excellent interpersonal skills
	Essential

	Excellent written and verbal communication skills
	Essential

	An effective team player, combined with an ability to work under 
own initiative
	Essential

	Ability to work under pressure and to tight deadlines
	Essential

	Capable of using independent judgement and reasoned decision making
	Desirable

	Strong organisational and planning skills
	Essential

	Well-developed IT skills including Microsoft Outlook, Word & Excel 
	Desirable

	Administrative skills, including maintenance of recording payments 
	Essential

	Flexible and adaptable approach to handling a varied workload
	Essential

	Customer focused
	

	Additional Job Requirements
	

	Willingness and ability to work outside normal office hours.
	Essential

	Willingness to work flexibly in response to changing organisational requirements.
	Essential

	Committed to continuing personal professional development 
	Essential

	Drive and determination to continuous improvements
	Essential

	A responsible attitude towards maintaining the premises and facilities of the YMCA
	Essential

	A calm approach to emergency situations
	Essential

	Reasonable level of  Health and fitness , especially in lifting some heavy equipment and goods
	Essential

	A keen interest in health and fitness, or other aspect of the YMCA programme
	Desirable
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