THE PARK COMMUNITY CENTRE 


JOB DESCRIPTION 

JOB TITLE:
 
  Evening/Weekend Reception 
MANAGED BY:   
   Site Supervisor 

Purpose of the Job 

To provide a full reception service to The Park.  Presenting a courteous and friendly image to staff and the general public, noting and reporting on unauthorised access.

Key Job Outcomes 

To provide a reception service to designated buildings from 8.00-22.30 hrs, completing activities defined by the line manager to promote the Health and Safety of all site users including.

1. To operate the phone system, directing calls as necessary and to give accurate and appropriate information to the general public on the location and function of all activity located on the site.
2. To Lock/unlock all designated buildings/rooms in accordance with the schedule prepared by the Manager and set/unset intruder alarm systems as necessary.

3. To Monitor all CCTV systems and respond/record/report on any incidents as required.

4. To provide information and assistance to the public about The Park and any events/activities that are happening/
5. To provide assistance to any members of the public requiring access to the buildings.
6. Carry out internal patrols of the building and rooms and external patrols of designated parking areas and of open spaces outdoors to check on and report unauthorised use.

7. To act as Chief Fire Warden for the site between the hours of 16.30/22.30 weekdays and 8.30/17.00 weekends.

8. To be ‘on call’ for out of hours alarms.
9. To operate a storage/recording/issue and return control systems for keys for all designated rooms/buildings.
10. To assist with preparation, setting up and clearing away activities in respect events, conferences and training.
11. Willingness to complete small tasks/jobs on site during quieter times.
This job description sets out the outcomes required it does not specify in detail the activities required to achieve these outcomes.  

General Accountabilities

A. So far as reasonably practicable, the post holder must ensure that safe working practises are adopted by employees and in premises/work areas for which the post holder is responsible, to maintain a safe working environment for employees and service users These are defined in the corporate Health, safety and Welfare Policy, departmental policies and codes of practice.
B. Work in compliance with the Codes of conduct, Regulations and policies of The Park and its commitment to equal opportunities.
C. Ensure that output and quality of work is of a high standard and complies with current legislation/standards/risk management principles.
