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Job Profile

                                                                       Receptionist

	Service: Sport & Physical Activity

	Grade: Grade 1 Level 1-2


	Reports to: Administration Officer 
	Location: Various



	Vision and Values 

	Our Vision is healthier, happier, more connected lives.


	Our Values are, 

Do the right thing Even when no one’s looking 

Be a great team Work together. Share ideas. Share mistakes. Share successes 

Own it Be accountable for outcomes good and bad. Don’t pass the buck 

Be positive Be hospitable. Make people feel good.


	Purpose of the Job: 

	To ensure the smooth and efficient running of the reception area.

	Main Accountabilities of the job:

	· To promote SLLC membership options to all existing and potential members. 



	· To act as first point of contact and ensure access to SLLC facilities is controlled and that customers, colleagues and stakeholders are dealt with effectively. 



	· To be responsible for till and reconciliation of monies in line with Trust procedures and guidelines. 



	· To perform clerical duties including filing, faxing, copying and mail distribution. 



	· To undertake the operation of electronic booking/till system. 



	Behaviours Framework

	Efficient

	· Punctual and conscientious in your approach to work

· Use resources efficiently, avoiding waste and unnecessary expense

· Identify inefficiency in processes and communicate this to your manager 

· Meet deadlines and targets in your day to day work

· Understand the impact of wasteful behaviours on the environment and you act to minimise this impact 

· Use of information technology to achieve best outcomes



	Flexible

	· Willing to learn new tasks and accept new ways of working

· Willing to be flexible in your approach to work to meet changing service delivery needs, deadlines and urgent priorities.

· Help team members when they have urgent deadlines and prioritise your work accordingly

· Understand the need for change and are open to this across your working life



	Perform

	· Is polite, professional and friendly to customers  and apply customer care standards and attitudes at all times

· Works safely to maintain the safety of yourself and other raising concerns about unsafe working practices

· Meets standards of work required in your role in terms of quality and output

· Uses initiative to solve problems and raise potential issues

· Acknowledges when mistakes are made and learns from them

Seeks feedback on your performance to learn and improve



	Working with others

	· Works alongside internal and external colleagues to meet common objectives

· Has professional relationships with colleagues and is aware of dignity at work standards

· Actively and respectfully listens to people in order to understand them and their views

· Contributes appropriately in team and other meetings and discussions

· Presents words and views clearly in a way that other people find meaningful.

Respects diversity and promotes equality of opportunity when working with colleagues and members of the public



	Lead

	· Role models the standards of behaviours expected

· Displays and enables leadership through sharing knowledge and skills, seeking guidance and providing support to your colleagues, team and the wider community

Is aware of and adheres to professional codes of practice and the code of conduct.



	Position Requirements

	· Recruitment Checks: As part of our approach to good practice and safer recruitment we carry out a number of pre-employment checks for example, Identity, Asylum and Immigration and employment history etc.
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