JOB DESCRIPTION

	JOB TITLE
	Part Time Cycle Centre Receptionist


	SALARY BAND
	Living Wage


	HOURS
	17.5 hours per week
· Monday to Friday 4.00pm to 6.00pm

· Saturday 9.00am to 5.00pm



	RESPONSIBLE TO
	Partnership Liaison Officer


	LOCATION
	Middlesbrough Cycle Centre
Unit 4

Middlesbrough Bus Station



	JOB PURPOSE
	To provide a first-class reception service to users of Middlesbrough Cycle Centre and Shopmobility



MAIN DUTIES AND RESPONSIBILITIES

1. To deliver a polite and courteous service to users of the Cycle Centre, Shopmobility and Garden Service users.
2. To ensure that all members scan their membership card in and out and lock their cycle onto the racks.
3. To ensure the mobility scooters are clean, charged and ready to use.

4. Use the booking system for Shopmobility.
5. To take enquiries and payments for the Gardening Service.
6. To issue membership cards to new members and lost cards to existing members.
7. To reconcile and cash up the till every night.
8. To keep the Cycle Centre including bathroom and kitchen area clean and tidy.
9. To close and lock securely the Cycle Centre each night.

10. To undertake additional training as required.

IN ADDITION TO THE ABOVE
· Follow, promote and practice MEC’s core values, namely: innovative; challenging; flexible; empowering, supportive; cooperative; inspirational; and adaptable. 
· Assist with other aspects of MEC’s work as appropriate and such other duties in keeping with the general aims of the post as may from time to time be determined by the Director.

· Ensure that the requirements of MEC’s Health and Safety policies and procedures are practised and observed.

· Ensure that the requirements of MEC’s Equal Opportunities policies and procedures are practised and observed.
· Ensure the requirements of MEC’s Data Protection and Confidentiality policies and procedures are followed and the General Data Protection Regulations are complied with. 
· Follow and promote the MEC’s Environment Policy and sustainability ethos.

· Contribute to Middlesbrough’s Public Health agenda, through developing a basic understanding of Public Health issues and signposting to local health improvement services. Appropriate training will be provided. 
· Attend training as required to maximise performance, undertake new projects and meet new challenges within the organisation.
· Work with all MEC staff to maximise the achievement of outcomes across the organisation through a joined up approach to working. 
· As this post involves work with children and vulnerable groups, any appointment will be subject to a Disclosure under the Disclosure and Barring Service.

PERSON SPECIFICATION

JOB TITLE: Part Time Cycle Centre Receptionist
	Main Attribute
	Detailed Attribute
	Essential
	Desirable

	Qualifications
	Customer Service
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	First Aid Certificate
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	Health & Safety
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	COSHH Regulations
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	Experience
	Working knowledge of IT packages including Microsoft and Excel
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	Cash Handling
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	Working with people with a disability
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	Personal Attributes
	Excellent communication skills
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	Ability to work on own initiative / self motivated
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As this post involves work with children and vulnerable groups, any appointment will be subject to a Disclosure under the Disclosure and Barring Service.
