SOUTH WEST LAKES TRUST

JANUARY 2012

1.
JOB DESCRIPTION

1.1
Job Title:
Outdoor and Active Receptionist - Siblyback

1.3
Salary:
From £6.22 per hour plus holiday pay depending on experience

1.4
Location:
Siblyback Lake, nr Liskeard

1.5
Hours:
Up to 40 hours to include weekends, evenings and Bank holidays

1.6
Dates:
1 March - 30 September 2012


1.7
Responsible to:
Chief Instructor

2.
OVERALL PURPOSE

2.1
Working as part of the Outdoor + Active team, dealing with the general public, making sales, taking bookings and general admin/site duties. 

3.
KEY TASKS AND RESPONSIBILITIES

3.1
Take bookings and payments for hire, launch and tuition for watersports and angling.

3.2
Deal with enquiries and take bookings and payment for the camp site 

3.3
Answer telephones and greet visitors to the Centre, giving and sending out information.

3.4
Provide administrative support for the site staff and produce the necessary paperwork as instructed in an organised and timely fashion.

3.5
Operate a till and cash up on a daily and weekly basis.

3.6
Liaise with the Instructors to ensure smooth running of sessions.

3.7
Together with the team, be jointly responsible for keeping the site, office, public toilets, shower block and lecture rooms clean and tidy.

3.8
Update SWLT website and social media sites

3.9
On occasions, issue wet suits and buoyancy aids.

3.10
Take responsibility for health and safety of colleagues and self.

3.11
Carry out such other duties as may reasonably be assigned by the Trust, including assisting at open days and special events, from time to time.

4.
QUALIFICATIONS AND EXPERIENCE
Essential

4.1
Good communication skills, both oral and written.

4.2
Experience in a busy office answering telephones and carrying out office duties.

4.3
IT literate

4.4
A flexible approach to working within a busy team.

Preferred

4.5
Mature approach to developing relationships at all levels.

4.6
Retail experience 

4.7
Operating a till and cash handling

4.8
A willingness to learn new skills and to undertake training, if required.
4.9
Current clean driving licence.
