
 
 
Job Title:  Receptionist  

Department:  Stonyhurst Sports Centre  

Line Manager:  Sports Centre Manager 

 
Job Role 
 
To assist the Leisure Facilities Coordinator by undertaking receptionist duties during weekday 
evenings and Saturday mornings. 
 
 To provide the first point of contact for all enquiries, providing clear and knowledgeable 
information of the facilities and services the Sports Centre offers, with an efficient and friendly 
approach. 
 
To provide administrative support for the Sports Centre by taking bookings and payments,  
reconciling the daily takings at the end of the shift and operating the Legend software.  
 
 
 

 

Key Tasks & Responsibilities 

 To greet everyone entering the Centre in a friendly, welcoming manner and deal with all 
enquiries from members of the public, pupils and customers either via phone, email or in 
person. 

 Operate the Legend leisure management system to take bookings and payments, process 
memberships and update member information. 

 Cash reconciliation including receiving payments, operating the tills and ensuring that 
accurate receipts are issued to users. Cash up at the end of the shift. 

 Be aware of, and where necessary update booking schedules and staff rotas.  

 Tidy and manage the Reception area, ensuring a high standard of presentation is maintained 
at all times. 

 Monitor visitor access and maintain security awareness. 
 Address customer complaints in a friendly, constructive manner; to liaise where 

appropriate with the Leisure Facilities Coordinator or relevant person in resolving customer 
comments and complaints. 

 Have a full understanding of the Sports Centre’s operating procedures and Emergency 
action plans. 

 Ensure all marketing material and notice boards are kept current and up to date, reflecting a 
high standard of presentation and promoting special offers and promotions to all users. 

 Under the guidance of Leisure Facilities Coordinator and where necessary, to provide day-
to-day support to other members of the Sports Centre Team, including any other duties 
directed by the management team, that assist in the efficient running of the Sports Centre's 
day to day operation.  

 To attend staff meetings and staff training as required. 
 



Person Specification 

 

Qualifications 

Essential  

 Educated to GCSE standard or equivalent qualification/experience 
 

Desirable 

 First Aid Qualification or a willingness to undertake one 
 

 

Skills/Experience 

Essential 

 Excellent verbal and written communication skills 

 The ability to work well on your own and as part of a team 

 Competent in using a computer 

 Professional personal presentation 

 Keen attention to detail 

 Self-motivated and reliable individual with a pro-active approach to work 
 Calm under pressure 
 Able to manage time well, prioritise and recognise urgent tasks 

Desirable 
 Previous experience of receptionist or other customer facing duties 

 Previous experience of working within a Sports Centre 
 Cash handling and reconciliation processes 

 

 


