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TYNESIDE

Badminton Centre

Job Description

Role: Receptionist/Leisure Assistant

Reports to: Operations Director

Responsibilities:

Customer Services

e Meet and greet customers

e Deal with telephone enquires

e Take payment for goods and services offered within the centre
e Sell services and products

Administration

¢ Perform administrative tasks (e.g involving e-mail, word-processing and spreadsheets)
e Control stock of items for sale (e.g. vending)
¢ Maintain the facility website

Security and Safety

e Maintain the security of the facility and its contents
¢ Maintain health and safety standards within the facility

Maintenance and Housekeeping

¢ Perform basic repairs to equipment and facilities, both indoors and outside
e Carry out basic housekeeping/cleaning duties

e Set up and put away equipment

User Activities

e Supervise group activities

Other activities

¢ Opening and closing of the facility

e From time to time the post holder may be asked to complete tasks not covered within the above list. In this
case they will be expected to complete these tasks to the best of their ability



