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JOB DESCRIPTION 
 
 

Department:   Customer Services  
 
Post Title:     Receptionist 
 
Hours of Employment: 17.5 hours per week on a flexible work pattern to include 

days, evenings, weekends and bank holidays.   
 
Salary:                     £8.91 per hour  
 
Contract:    Fixed Term Contract – One year  
 

 
YMCA Plymouth is an education, health & families charity, serving young people and 
our community. We are guided by a friendly and personable approach where all people 
can belong, contribute and thrive. 
We are a local and independent charity affiliated to the federation of YMCAs in 
England and Wales. 
 
General Description 
To assist the Centre Manager in providing a safe, clean, secure and customer 
focussed provision that enables the work of the Association to be organised in an 
economic, efficient and effective manner.  To provide a point of contact, act as a focal 
point of communication and provide administrative services in an efficient and 
professional manner while acting as a role model by demonstrating and promoting the 
standards expected by the association and creating energy and enthusiasm of other 
staff. 
 
Reports To: The Health & Wellbeing Manager   
 
Place of Work: YMCA Plymouth, Kitto Centre, Honicknowle Lane, Plymouth PL5 3NG 
  
Responsibilities / Essential Functions 
 

 Maintain bookings systems covering facilities, programmes and other areas. 

 Dealing with new member enquiries and signing up new members when 
required. 

 Operate a till, including a credit card machine.  Prepare and reconcile daily 
banking, including a daily income sheet. 

 Maintain the membership system and issue membership cards. 

 Control, operate and oversee entrance to sports halls. 

 Use of Microsoft Office (Word, Excel, e-mail) and other software packages such 
as the membership system, including back up routines, housekeeping and 
issuing membership cards or willing to learn. 

 The sale of goods at receptions and maintaining stock records. 

 Utilising Social Media to promote Centre and activities including communicating 
with customers via this media 
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 Undertake administrative duties including the post. 

 To act as a role model to reception staff, supporting, motivating and promoting 
good staff relations 

 Assist in the training and induction of reception staff as appropriate to skills and 
ability 

 Take and e-mail messages to staff 

 Administrative duties such as: accident book, log book, collections of bankings 
by security firm, panic button, fire alarm, first aid point, personal panic attack 
alarm, checking membership cards, walkie talkies, and so on. 

 To keep the reception area clean and tidy. 

 To liaise with Departments on administrative matters. 

 Assist in the reporting and recording of maintenance, security, health & safety 
matters 

 Assist in ordering, stock control and month end stocktakes in regard to 
reception sales  

 Maintain up-to-date knowledge of health and safety legislation and to ensure 
that agreed practices are adhered too within the reception area 

 Other duties as delegated within capabilities and status. 
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PERSON SPECIFICATION 

Receptionist 

   

Essential Desired 

Be conscientious, flexible, accurate 
with a commitment to high standards 
of work. 

Experience of reception work in an 
Educational Establishment, Sports 
Centre or of a similar environment 

Act in a professional manner and 
communicate effectively with others. 

 

Knowledge of reception, 
administration and banking 
processes. 

 

Work alone and on own initiative with 
minimum inconvenience to 
customers. 

 

A high standard of literacy and 
numeracy. 

 

Deal effectively with customers.  

Perform duties effectively, sometimes 
in difficult situations. 

 

Manage own time effectively, 
prioritise tasks and meet deadlines. 

 

Complete all paperwork accurately.  

Assess, motivate and respond to the 
capabilities of staff and building 
users. 

 

Good working knowledge of using 
Social Media platforms 

 

Possess good “IT” skills and a 
willingness to undertake further 
training. 

 

Experience of handling conflict 
situations and willing to undertake 
training as appropriate 

 

Very Customer Focussed   

Very well presented (appearance)  

Manage own time effectively  

Communicate appropriately with 
people at all levels and backgrounds 

 

Effective Team Player  

First Aid Qualified (or willing to 
undergo training in first 3 months) 

 

Fire Warden trained (or willing to 
undergo training in first 3 months) 

 


