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JOB DESCRIPTION

Post:


Customer Advisor
Directorate:

People

Department:

Health and Recreation

Location:

South Lake Leisure Centre
Reports to:
Operations Manager
Salary:


Scale 4


Hours:




Duration:

Permanent

All employees are expected to model the Customer Care behaviours of “Serve Passionately, Engage Positively and Deliver Consistently.”

job purpose:
Committing to the one-team ethos, you will be flexible and collaborative and you will actively support all colleagues and other activities necessary to deliver the service objectives.

As a Customer Advisor, you will deliver an excellent customer experience.  You will engage positively with customers, understanding and meeting their needs as appropriate.

THIS 

main Duties and Responsibilities:
1. Meet and greet customers/potential customers (face to face in the Reception area, by phone, or by digital media) and provide them with the information and services needed to allow them to participate in their desired activity.

2. Deal with all customer enquiries and concerns, escalating to other team members as appropriate.
3. Operate the Front of House software and maintain information databases.

4. Process bookings, memberships and transactions, including shop sales.

5. Monitor entry/exit through the access control system.

6. Process financial transactions, including all payments, cash-handling and reconciliations.
7. Manage the Centre’s digital and social media communications in order to maximize customer engagement.
8. Organise customer information sources e.g. leaflets and TV displays.
9. Undertake centre tours.
10. Promote and/or sell all products and activities within the Leisure Services portfolio.
11. Remain fully conversant with all emergency procedures and take part, as trained and directed in emergency situations.
12. Assist the Administrative Assistant, as required.

13. Be flexible and collaborative and actively support all colleagues and other activities or processes which impact on the performance of the Centre.


