Job Title: Football Facility Receptionist
Location: Stevenage FC Sports Hub & Stevenage FC Performance Centre
Job Type: Part-Time (20 hours per week)
Working Hours would include Mid-Week shifts until 10pm and Weekends
About Us:
Stevenage FC Sports Hub & Stevenage FC Performance Centre are premier football facilities dedicated to providing an exceptional experience for players, coaches, and visitors.
Role Overview:
We are seeking a friendly, professional, and highly organised Receptionist to be the first point of contact for visitors. You will play a crucial role in ensuring the smooth operation of the facility, managing front desk responsibilities, handling inquiries, and assisting with bookings.
Key Responsibilities:
· Front Desk Management: Welcome visitors, players, and staff with a friendly and professional approach.
· Customer Service: Handle inquiries via phone, email, and in-person, providing accurate information about the facility, bookings, and events.
· Booking & Administration: Manage pitch reservations and facility schedules.
· Payments & Transactions: Process payments for bookings.
· Health & Safety Compliance: Ensure visitors follow facility rules and report any issues or incidents promptly.
· General Office Duties: Maintain a tidy and organised reception area, manage incoming mail, and assist with administrative tasks as needed.
Requirements:
· Previous experience in a customer-facing or administrative role (reception, hospitality, or sports facility experience preferred).
· Strong communication and interpersonal skills.
· Ability to multitask in a fast-paced environment.
· Proficiency in Microsoft Office and booking software (training provided if necessary).
· Passion for sports, particularly football, is a plus!
If you’re enthusiastic about football, have excellent customer service skills, and thrive in an interactive environment, we’d love to hear from you!
