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Job Title:   Weekend Receptionist and Administrator 
Department:  Guest Services 
Location:  Avon Tyrrell 
Reporting to:  Guest Services Manager 
 
 
KEY PURPOSE 
 
The weekend receptionist will be an effective member of the Guest Services Team, responsible for 
delivering a high level of customer service, enhancing the visitor experience so that it meets or 
exceeds expectations.   
 
To support the development of the Outdoor Centre to maximise income and reputation, supporting 
the UK Youth Mission and charitable objectives.   
 
KEY TASKS 
 
1. To operate the Reception efficiently so that all visitors (including guests, contractors/ 

suppliers and visiting staff/ Trustees/ Friends) and others who contact UK Youth are dealt 
with promptly, politely and in a friendly manner, so that their impression of Avon Tyrrell, is 
positive.  This includes: 

 
a. Assisting with guest arrivals and liaising regularly with groups during their stay as 

required. 
b. Assisting visitors who come into Reception with queries, providing the information 

where possible or finding the appropriate person to deal with the query if 
necessary and passing on any necessary information to other staff. 

c. Issuing visitor badges when necessary and helping with site visits; 
d. Dealing promptly with customer queries or problems, liaising with other staff or 

suppliers as necessary and passing queries to appropriate staff, so that queries are 
dealt with efficiently. 

e. Building and maintaining effective customer relationships so that customers have 
an excellent impression of UK Youth, supporting building high levels of repeat 
business 

f. Receiving deliveries and reporting their arrival promptly to the appropriate person;  
g. Supporting the on-site retail operations.  This includes: selling souvenirs & fishing 

tickets, keeping the shop units well stocked and informing the Guest Services 
Manager of stock shortages as necessary; 

h. Keeping the Reception area tidy and the information leaflets up to date in the 
display units, reporting any problems promptly to the Guest Service Manager; 

 
2. To operate the telephone system politely and efficiently 
 
3. To support bookings when trained to do so, as directed by the Guest Services Manager 

effectively in order to ensure that the process operates smoothly and efficiently and helps 
to maximise income for the organisation.  This includes: 
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a. Being a competent user of the Avon Tyrrell Booking and Management Software, 

Cinolla, (training provided). 
b. Accurately recording and confirming bookings, using Cinolla where appropriate, so 

that they are kept up to date; 
 
6. To process payments in accordance with onsite cash handling procedures. 
 
GENERAL 
 
1. Attend one to one meetings and annual appraisals with the Guest Services Manager. 
2. Participate proactively in staff meetings, team meetings and other meetings as required. To 

work effectively with colleagues to achieve objectives and to represent UK Youth at meetings 
and events as required.  

3. Support organisation wide initiatives 
4. Support colleagues from other teams to achieve their objectives 
5. Always to act as a positive ambassador for the organisation, contributing to the effectiveness 

of meetings, the sharing of knowledge and experience and the development of UK Youth and 
its profile. 

6. Take reasonable care of his/her own health and safety and for that of others who might be 
affected by his/her work, as required by law and described in the relevant operating 
procedures and policies for his /her area of work. 

7. Undertake any other duties and reasonable requests that are in keeping with the nature of this 
post. 

 
RESOURCES FOR WHICH THE INDIVIDUAL IS RESPONSIBLE 
Resources Reception, Shop, Bar and Vending Machines Equipment and Consumables 
People  Placement Students / Volunteers 
 
KEY WORKING RELATIONSHIPS 
UK Youth’s donors and suppliers 
UK Youth’s customers and potential customers 
Other youth organisations 
Members of the public 
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PERSON SPECIFICATION 
 
Number Person specification Essential Desirable 

1.  Educated to at least GCSE/NVQ level 2 or equivalent X    
2.  Previous successful experience of working in an 

administrative role in a busy customer-facing 
environment, with a demonstrable understanding of 
the requirements of the role 

 X 

3.  Experience of working effectively with a wide range of 
people; including building and maintaining good 
relationships 

 
 X 

4.  IT skills, Microsoft office X    
5.  A pro-active approach, self-motivated and enthusiastic 

with initiative and commitment to achieving results, 
able to work efficiently independently and within a 
team environment, promoting the organisation at all 
times 

X    

6.  Very good clerical/administrative skills including 
information collation  
 

   X 

7.  Excellent time and workload management skills with 
proven experience of meeting deadlines 

X    

8.  Flexible approach to work and working hours 
 

X    

9.  Discretion and judgement, and experience of dealing 
with sensitive information 

X    

10.  Very good interpersonal, customer care and 
communication skills and empathy with the needs of 
young people  

X    

 
 


