[image: image1.wmf]
Job Outline:

New Grade 12
Job Title:

Bookings Administrator (JKC)
	Band Competencies

The behaviours needed to perform your job effectively.  Competencies describe how you do your job.

	All employees at band 3 are expected to perform their duties with a high level of professionalism.  They are expected to demonstrate the qualities of flexibility, self-motivation, enthusiasm, creativity and innovation in carrying out their role.

Communication

The postholder communicates effectively with all customers and colleagues in a concise, courteous and relevant manner both verbally and in writing.   

Team Work

The postholder provides direction and support to team members and contributes positively in team meetings.  They promote team work among colleagues and assist with the development of staff within the team.

Personal Effectiveness 

The postholder uses their time effectively, achieving tasks in an efficient manner and demonstrating the ability to prioritise tasks appropriately.  They follow set procedures and are able to work with minimum supervision.   They compile accurate records and reports. 

Customer Focus

The postholder delivers a high standard of customer care at all times.  They listen to the needs of the customer and aim to meet and exceed them.  They take responsibility for the levels of service provided to customers.

Health & Safety

The postholder demonstrates an understanding of health and safety legislation and maintains a safe and secure environment for customers and colleagues at all times.  They report accidents and incidents via the correct channels in a timely manner.

Flexibility / Adaptability

The postholder demonstrates a flexible approach to operational duties and is willing and able to undertake tasks outside of their prescribed role when requested.  They display a constructive attitude towards new ideas and opinions.

Product Awareness

The postholder has a good understanding of the customer / market relevant to their site.  Understands their role in supporting the immediate and longer-term priorities of Edinburgh Leisure and the local service.  

Decision Making

The postholder makes effective decisions based on all the information available by demonstrating the ability to identify the options in a given situation and make an informed choice about which option is most effective.



	Job Specific Skills

The skills needed to perform the tasks that are specific to your job.  Job Specific Skills describe what you do in your job. 

	· Deals with all enquiries effectively.  Keeps product knowledge up-to-date

· Manage and maintain an efficient stationery/stock control system

· Provides a professional administration support service using a wide variety of office equipment and IT systems

· Operate and maintain all aspects of financial systems appropriate to the facility/service

· Responsible for the operation of the booking system

· Prepare and distribute booking sheets and information

· Arrange and ensure adequate staff cover at pavilions

· Control and administer all payment methods used in booking procedure

· Handle all initial complaints and inform line manager as appropriate

· Operation of all relevant reception related services

· Participate in meetings as required

· Preparation of reports, correspondence and other data as required

· Process purchase orders, invoices and supplier queries

· Process sales invoices, reminders and payments

· Process and record petty cash transactions and returns

· Process/operate monthly invoicing system (inc. debtors)

· Monitor and track income

· Record/prepare monthly income figures & usage reports as required

· Collage education income

· Maintain accurate records  of expenditure

	Qualifications and Training

The qualifications and training you will be expected to complete in your employment with Edinburgh Leisure.

	Health and Safety training

Customer Focus training

Job specific training

Appropriate professional qualifications

ELPAS training

	Post Specific Qualifications and Training

The qualifications and/or training you must have prior to working at Edinburgh Leisure necessary to undertake the duties of this post.

	The postholder will require to have an understanding of the seasonal nature of pitch based sports.
The postholder requires substantial experience of administration in a customer service focused environment

Accurate keyboard skills and an aptitude for IT skills and an ability to prioritise workload and work on their own initiative is necessary.

Experience of working within a sports and/or leisure environment is desirable, as is experience of dealing with members of the public.


