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.
