Job Title: Sports Complex Receptionist (Weekends)
Reports To: Sports Complex Manager
Date: November 2025

Purpose of the Role
The Receptionist team play a key role in the smooth day-to-day running of the Sports Complex. As the first point of contact for members and visitors, you will ensure a welcoming, professional, and secure front-of-house service. You will assist with admissions, bookings, memberships, and general enquiries while maintaining high standards of customer service and operational efficiency.

Customer Service & Admissions
· Welcome all members and visitors to the Sports Complex in a friendly and professional manner.
· Ensure that only authorised individuals gain entry, verifying memberships or processing the appropriate visitor fees.
· Identify and badge non-member visitors appropriately to maintain site security.
· Operate the till and card payment systems accurately.
· Keep the reception area tidy, well-organised, and stocked with up-to-date information and promotional materials.
Membership Administration
· Provide clear and accurate information about membership options, including those for the 9-hole golf course, in person and over the phone.
· Conduct tours for prospective members and promote the facilities enthusiastically to encourage sign-ups.
· Maintain accurate and current records on the EZ-Runner membership database.
Bookings
· Manage bookings for sports hall facilities, including football, badminton, cricket nets, squash and fitness classes.
· Take payments at the time of booking and issue confirmations or receipts as required.
Swimming Lessons
· Provide accurate information about both Bradfield and St Andrews swimming schools.
· Process bookings for term-time lessons and holiday courses, ensuring payments are made on time and outstanding fees are followed up.
· Liaise with the Swimming Co-ordinator regarding private lesson arrangements.
Health, Safety & Site Security
· Be aware of and follow all health and safety procedures, including emergency evacuation protocols.
· Ensure all contractors and visitors are signed in correctly and notify the relevant manager of their presence on site.
Other Duties
· Undertake any additional tasks as required by the Duty Manager to support the smooth running of the Sports Complex.

Skills & Competencies
· Calm, courteous, and professional manner under pressure.
· Have leadership skills with confidence.
· Strong communication and interpersonal skills with both customers and colleagues.
· Clear and friendly telephone manner.
· Basic numeracy and accuracy in cash handling and reconciliation.
· Good time management and organisational abilities.

Experience & Knowledge
· Previous experience in a customer-facing role, both in person and over the phone.
· Familiarity with database systems (experience with EZ-Runner desirable, training provided).
· Basic working knowledge of Microsoft Word and Excel.

Personal Attributes
· Patient, understanding, and approachable.
· Professional and presentable appearance.
· Reasonable and logical approach to problem solving.
· Committed to teamwork and to creating a positive, inclusive working culture.



Additional Information
This role may evolve over time to meet the changing needs of the College. Duties may be reviewed and amended in consultation with the post-holder to ensure continuous improvement and high service standards.
You are expected to comply with all Health & Safety policies and responsibilities as detailed in the College’s Health & Safety Manual.

Safeguarding
Bradfield College is committed to safeguarding and promoting the welfare of children and young people. All applicants must be willing to undergo child protection screening, including an enhanced Disclosure and Barring Service (DBS) check, registration with the DBS Update Service, and reference checks with previous employers.

