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SPECIFICATION OF DUTIES

POSITION:



Receptionist / Clerk - Casual
CLASSIFICATION:


Front Office Introductory 

AWARD:



Registered & Licenced Clubs Award 2020
HOURS:



Availability 7 days (Monday - Sunday)






In accordance with the rostered hours.

RESPONSIBLE TO:


Finance Manager

Duty Managers






General Manager
Key area of Responsibility for all employees of the Coomealla Memorial Sporting Club Limited:

· Work under the conditions of Employment of the Coomealla Memorial Sporting Club Limited.

· Ensure that customers are provided a high level of Customer Service at all times.

· Work in accordance with Occupational Health and Safety Policies / Procedures

· Ensure that the privacy of customers is protected.

· Promote a happy and enjoyable work environment at all times

· Support and promote the Coomealla Memorial Sporting Club Limited
DUTIES:

RECEPTION DUTIES:

· Operate switchboard in a professional manner, in accordance with Club policy.

· Welcome / greet members and guests

· Verify members/guests entry to Club in accordance with Club/Registered Clubs Association and Licensing policies.

· Maintain Reception records in neat/tidy/legible state.

· Record bookings / function enquiries

· Record Membership applications.

· Operate / broadcast public address announcements as required.

· Operate cash register for souvenir sales.
GENERAL 

· Read and familiarise oneself with club activities and industry circulars.

· Any other duties of reasonable nature as requested by Management.

SIGNED:   ________________________   SIGNED: _____________________

                          





C. A. Muir








        General Manager

DATED:   _________________________                            17 June 2022
