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	Job Description

	Job Title:
	Receptionist 

	Department:
	Studio
	Location:
	Muswell Hill 

	Reports to:
	Studio Manager
	No. of Direct Reports:
	1



	Summary of Role:

	As an ambassador for The Good Rooms (TGR) and its customers, you will be warm, welcoming, inclusive and professional, ensuring that everyone who walks through the studio doors has a personal, authentic and positive experience.  

You will be responsible for the daily operations of the studio and will deliver a high standard of customer service, be knowledgeable about our products and be confident in having sales conversations with our customers. 

This role involves the ability to multitask, whilst always remaining calm. 




	Key Responsibilities:

	STUDIO OPERATIONS
· Efficient sign-in process and effective queue management 
· Maintain clean, tidy and functional studio 
· Ensure all marketing posters are current and well presented
· Perform class checks as agreed in set processes
· Ensure class humidity and temperature are maintained at optimum level 
· Following any new member procedures
· Take care of any teacher requirements (such as explaining equipment and studio procedures and policies)
· Take deliveries of stock, check and maintain stock levels and report any low stock 
· Reporting and administration relating to classes, cash, sales and new customers
· Preparing the studio for class, treatment rooms for practitioners and keeping the reception area clear and fully stocked. 



CUSTOMER SERVICE

· Respond to all direct customer queries appropriate to your level in accordance with agreed processes
· Defer any direct customer queries not appropriate to your level to the appropriate department or individual
· Answer customer emails as directed by Manager
· Receive and follow up customer phone calls 
· Respond to or direct all phone messages to appropriate party by end of shift  
· Have a positive, welcoming, supportive and inclusive attitude to all customers, suppliers, teachers and team members. 
     
INTERNAL COMMUNICATIONS
· Respond to internal emails in a timely fashion
· Attend internal meetings within your working hours, as directed by relevant departments
· Liaise with the Studio Manager regarding mechanical, electrical, plumbing and any other repairs needed
· Maintain competent knowledge of all services and products on offer as outlined by the Studio Manager and Director.

SALES AND MARKETING
· Maintain complete knowledge of marketing promotions at outlined by marketing department or your Studio Manager
· Be familiar with all products, merchandise and class packages and know how to advise customers which is the best package for them
· Carry out any outreach activities as required
· Carry out TGR social media activities on shift as per requirements.

HEALTH AND SAFETY
· Administer company health and safety policy in force from time to time.

IT & TELEPHONES
· Using relevant company IT systems and software
· Reporting any IT, email or telephone problems to your Studio Manager.









	Personal Attributes: 

	

· Professional and flexible approach to the working environment
· Ability to work on own initiative 
· Self-motivated and able to manage individual workloads
· Ability to prioritise ever-changing work loads 
· Excellent communication skills – able to communicate at all levels
· Highly organised approach to the working environment 
· Can do attitude and willingness to take on additional duties when required 
· Desire to learn and progress and to take responsibility for own personal development 
· Ability to keep studio information of a confidential nature strictly confidential and not shared outside of the studio.




	Skills and Experience:

	Essential:
· Previous experience of working in a customer service environment
· Intermediate skills in MS office, including Word, Excel. 

Desirable:
· Previous experience working within the health & wellbeing industry
· Previous experience of Hot Yoga 
· Previous experience of Mind Body Online Software
· Previous sales experience
· Lives within 30 minutes of studio



This job description is intended to reflect and outline your key tasks and responsibilities.  You may be required to perform other duties as required, according to the needs of the business.










TGR - 2021

image1.png
he
good rooms




