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JOB DESCRIPTION 
Job title:

Customer Services Officer

 
Directorate:

Business and Enterprise / thePoint4

Reporting to: 
Assistant Manager
Hours:
Bank
Salary:

£7.38 per hour (over 25’s £7.83 per hour)
Closing date: 
Friday 24 August 2018 at 5 pm
If you have the following:

· A commitment to improving outcomes and life chances for students who are blind or visually impaired

· A proactive and energetic disposition

…….. then this could be the post for you!
Job purpose:

To assist the Centre by ensuring the effective operation of reception, whilst continuously delivering an efficient and high standard of service to all visitors to the facility.

Main duties and responsibilities: 
· To assist in the effective control and operation of reception. Specific areas include the control of admissions, bookings and memberships.

· To maintain good public relations with all visitors and potential users.

· Operate cash control procedures in compliance with laid down regulations.

· Be responsible for all cash, tickets, stock and equipment under his/her control.

· Liaise with the Assistant Managers regarding bookings, cancellations and general availability of the facility.

· To promote Centre activities.

· The nature of the post requires that the post-holder will work such hours, including evenings, weekends and public holidays, as are necessary to fulfil the role.
Job Activities: 

· The control of admissions, bookings and memberships to the facility 

· To deal with all initial enquiries to the facility offering appropriate advice whilst always maintaining good public relations 

· To receive payment and issue receipts for appropriate goods and services 

· Maintain lost property records 

· When required, to undertake the banking of cash, cheque and credit card receipts under the guidance of the Assistant Managers.

· When required, to record, check, and process orders, delivery notes and invoices under the guidance of the Assistant Managers.

· Undertake any word processing and general IT tasks 

· To prepare the internal and external postage for collection 

· To be responsible for their own Health and Safety and that of customers.

· To follow procedures as set out in the ‘I’ Management system.

· To attend regular meetings and training sessions where appropriate
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Disability Confident is a government scheme designed to encourage employers to recruit and retain people with disabilities and those with health conditions. The Disability Confident scheme has taken over from the previous Two Ticks Positive about Disabled People scheme.

 
As a Disability Confident Employer we have committed to all the actions required of a Disability Confident Committed employer.  Additionally as a Disability Confident Employer we: 

· Have undertaken and successfully completed the Disability Confident self-assessment.

· Are taking all the core actions to be a Disability Confident employer.

· Are offering at least one activity to get the right people for our business and at least one activity to keep and develop our people.
General responsibilities of all staff: 

Safeguarding

RNC is committed to the principles and practices of safeguarding. We believe that the safeguarding of all RNC students has paramount importance, and everyone in the College shares an objective to help keep young people and vulnerable adults safe. Each staff member is required to take personal responsibility for ensuring the safeguarding of our students, maintaining own knowledge and understanding through continued familiarity with RNC policies and guidance, promoting safe practice and reporting any concerns

Equality & Diversity

RNC is committed to upholding the values that underpin current equality and diversity legislation. We recognise the importance of equality and diversity being an integral part of our work, to promote equality and prevent unlawful direct or indirect discrimination. Each staff member is required to take personal responsibility for ensuring equality and diversity is recognised and promoted in all aspects of the role, maintaining own knowledge and understanding through continued familiarity with RNC policies and guidance 

Health & Safety

RNC is committed to the health, safety and welfare of our students, employees, and all visiting stakeholders. Each staff member is required to ensure that they and others take notice of and operate within RNC Health and Safety guidelines.

Continuing professional development (CPD)
RNC is committed to the development of its staff.  The successful applicant will be required to take part in RNC’s programme of continuing professional development and will be encouraged to communicate and discuss their personal and team development needs with managers and colleagues.

Note: This job description covers the main, current duties and responsibilities of the job; however, it is subject to review and amendment in the light of developing or changing organisational needs. Other activities commensurate with this Job Description may from time to time be undertaken by the Job Holder. 

PERSON SPECIFICATION – Customer Services Officer
	ATTRIBUTES
	MINIMUM/ ESSENTIAL 
	DESIRABLE 
	ASSESSED THROUGH 

	Experience
	· Previous experience or proven track record in a front line service.
· Experience of cash handling
	· Experience of using the booking system or similar administration 
	· A
· I

· T

	Knowledge/skills
	· Excellent communication skills – oral and written.

· Awareness of Health &Safety practices and guidelines
	
	· A
· I
· C

	Qualifications and training
	
	· BTEC Computing Skills
· Secretarial Skills.
· Information Technology -  Word, Excel.
· Customer Service qualification
	· A

· C
· I

	Disposition, attitude and motivation
	· Understanding of safeguarding for our students, and a commitment to safe practice

· Commitment to equality and diversity and its active promotion
	· Understanding of QUEST or other quality assurance scheme
	· I

	Additional/other
	· Enhanced DBS (Disclosure & Barring Service) disclosure required prior to appointment being confirmed.

· Eligibility to work in the UK

· A flexible attitude to working hours in order to cover events which will include evenings, weekends and bank holidays.
	
	· Sight of required documents and completed DBS form
· Sight of original documents required

· I


· Minimum /Essential criteria are those attributes required of the Job Holder without which an appointment cannot be made. 

· Desirable criteria are those attributes which would be useful, but not essential, for appointment. 

‘Assessed Through’ key:   
A-Application

C-Certificates 
I-Interview
T-Task/Test
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