Job Description
Job Title: Leisure Receptionist
Location: Mercure HH House & Spa
Job Type: (Full-Time/Part-Time)
Reports to: Leisure Center Manager
Job Description
We are seeking a friendly, professional, and customer-focused Leisure Receptionist to join our team. As the first point of contact for visitors, you will play a key role in providing exceptional customer service and ensuring the smooth day-to-day operations of our leisure facilities. Your responsibilities will include greeting guests, managing bookings, handling customer inquiries, and maintaining a welcoming atmosphere for all patrons. A valid lifeguarding or pool responder certificate is required for this role to ensure the safety and well-being of all guests in the leisure centre.
Key Responsibilities 
· Customer Service: Greet all visitors with a warm, friendly attitude, and ensure they have a positive experience at the leisure centre.
· Reception Duties: Answer phone calls, respond to emails, and provide accurate information regarding facilities, schedules, and services.
· Bookings & Reservations: Assist guests with booking classes, events, and services, ensuring accurate scheduling and information.
· Cash Handling: Process payments for memberships, classes, and facility bookings, and maintain accurate financial records.
· Facilities Management: Monitor the condition of the leisure facilities, ensuring cleanliness and safety standards are maintained.
· Lifeguarding Responsibilities: Ensure the safety of all visitors, particularly in pool areas, by being prepared to respond to emergencies and assist with pool safety measures.
· Customer Feedback: Listen to customer concerns and feedback, escalating issues as necessary to management.
· Promotions & Marketing: Inform visitors about upcoming events, promotions, and special offers.

Key Skills & Requirements
· Customer Service Experience: Previous experience in a receptionist or customer-facing role is preferred.
· Lifeguarding/Pool Responder Certification: A valid lifeguarding or pool responder certificate is required.
· Communication Skills: Strong verbal and written communication skills to interact with guests and colleagues effectively.
· Organization: Ability to manage multiple tasks simultaneously and prioritize effectively in a fast-paced environment.
· Attention to Detail: Ensure accuracy in all tasks, from booking reservations to managing customer information.
· IT Proficiency: Comfortable using computer systems, booking software, and Microsoft Office Suite.
· Problem-Solving Skills: Ability to handle customer complaints or issues in a calm and professional manner.
· Team Player: Work collaboratively with other staff members to ensure a seamless operation of the leisure centre.
· Flexibility: Willingness to work various shifts, including evenings, weekends, and holidays.

Qualifications
· High school diploma or equivalent; further qualifications in hospitality or leisure management are a plus.
· A valid lifeguarding or pool responder certificate is required.
· Previous experience in a leisure or recreational environment is desirable but not required.

Why Join Us?
· Competitive salary and benefits package.
· Opportunity for growth and career development within the company.
· A supportive and dynamic team environment.
· Work in a fun and vibrant leisure facility.

To Apply: Please submit your resume and cover letter detailing your qualifications and experience.



Cover Letter

Simona Grunzova
 Cardiff, CF142PN
 07496395019
 SimonkaGrunzova0@gmail.com
 06/03/25
Dear Hiring Manager,
I am writing to express my interest in the Veterinary Receptionist position at Pets at home, as advertised. With over 3 of experience in providing exceptional customer service in the veterinary field, I believe my strong organizational skills, combined with my passion for animal care, make me an asset to your team. 
During my time as a Veterinary Receptionist at both Portishead Veterinary Clinic and Doctor Doolittles, I honed my ability to effectively manage a variety of tasks while providing outstanding support to both clients and staff. I excel in appointment scheduling, client communication, and maintaining accurate patient records, all of which contribute to the smooth operation of a veterinary practice. My knowledge of medical terminology, billing systems, and insurance processing further enables me to assist clients in navigating their pets' care and treatment options.
What sets me apart is my compassionate nature and genuine love for animals. I understand how important pets are to their owners, and I strive to create a positive, empathetic experience for everyone who walks through the door. Whether it’s a routine check-up or an emergency visit, I am always ready to assist clients in any way I can, ensuring their pets receive the best possible care. I am excited about the opportunity to contribute to your clinic’s success and help provide exceptional service to your clients. I would welcome the chance to discuss how my experience and skills can benefit your team. Thank you for considering my application. I look forward to hearing from you.
Sincerely,
 Simona















CV
Simona Grunzova
 20 Bacton Road
 Cardiff, CF142PN
 07496395019
 simonkagrunzova@gmail.com

Professional Summary
 Dedicated and experienced Veterinary Receptionist with over 3 years in providing excellent customer service, managing client relations, and ensuring smooth clinic operations. Proficient in scheduling, managing patient records, and handling billing and insurance claims. Adept at multitasking in fast-paced environments while maintaining a compassionate approach to both pets and their owners.
Core Skills
· Customer Service Excellence
· Appointment Scheduling and Calendar Management
· Medical Record Management (Electronic & Paper)
· Billing & Insurance Processing
· Telephone and Email Communication
· Pet Care Knowledge
· Front Desk Management
· Problem-Solving & Conflict Resolution
· Office Administration Software (e.g., Avimark, Cornerstone, etc.)
· Data Entry and Filing
· Team Collaboration & Support

Professional Experience
Veterinary Receptionist
 Vets4Pets, Cardiff
 January 2024– Present
· Greet and assist clients, ensuring an efficient and welcoming atmosphere for both pets and owners.
· Manage appointment bookings, cancellations, and reminders for routine check-ups and procedures.
· Process billing, payments, and insurance claims while ensuring proper documentation.
· Maintain patient records, updating medical history, vaccination schedules, and treatment protocols.
· Collaborate with veterinarians and technicians to provide exceptional care and service.
· Address client inquiries via phone and email, resolving any issues or concerns in a timely manner.
· Assist in managing inventory and ordering supplies for the clinic.
Veterinary Receptionist
 Dr Doolittles, Cardiff 
 June 2021 – February 2023
· Managed multi-line phone systems, scheduling appointments and taking detailed messages for veterinarians.
· Checked in patients, collected relevant medical history, and entered information into practice management software.
· Processed payments, including co-pays and insurance claims, with accuracy and efficiency.
· Handled administrative tasks such as filing, faxing, and updating patient records.
· Provided emotional support to pet owners during difficult situations, offering information and comfort.
· Worked closely with a team of veterinarians and support staff to ensure a positive experience for clients.

Certifications
· CPR and First Aid for Animals (American Red Cross)
· Customer Service Excellence Certification (Institute of Customer Service)

References
 Available upon request.

