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JOB DESCRIPTION 
 

Job Title:   Leisure Attendant 

Responsible to:  Spa & Leisure Manager 

Responsible for:  Leisure facilities, amenities and clients  

 

 

Profile: As a member of the Spa & Leisure team, our staff and guests expect an 

individual whose appearance, clothing and guest demeanour reflect the high standards 

of the Roe Park Resort. Attitude should be one of confidence and professionalism, 

whilst recognising that guest satisfaction through employee service and performance 

is of extreme importance. 

 

General Scope: To ensure all clients are received in a manner befitting the company. 

To present and maintain an environment that will ensure guest satisfaction. To help 

maximise sales and to be part of the team, enhancing standards within the department. 

 

 

Main Duties and Responsibilities: 

1. To ensure guests receive a warm welcome to the premises and providing a 

high level of hospitality, showing guests around the facilities. 

2. To act as an active part of the Leisure team with hands on daily contact with 

the members through telephone enquiries, show rounds and membership sales 

and membership retention programmes. 

3. To provide gym/ pool supervision and gives general tour of facilities. 

4. To identify any needs of clients that are not met and report to manager. 

5. To work with the management team to develop and maintain the fitness 

facilities to the highest standards. 

6. To implement and support any promotional activities as discussed with 

Management. 

7. Contribute to promotions and marketing ideas for the business and ensure that 

all promotional/ notice boards throughout the club are kept up to date. 

8. To be conversant in the use of the companies telephone and computer systems. 

9. To assist manager with lock-up and cash-up duties and to hand over at the end 

of the shift. 

10. To deal with complaints in management absence and report and record these 

to manager. 

11. To be accurate in till operations and cash-up procedures. 
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12. To lead by example by high level of service, personal hygiene, appearance and 

general attitude 

13. To carry out designated services thoroughly, professionally and efficiently and 

in a timely manner according to procedures. 

14. Being aware of all sales outlets within the establishment and trying at all times 

to promote these to guests and promote other services available at the resort. 

15. Provide professional advice to guests on the use of products and sales. 

16. To assist other departments/ duty manager with any reasonable requests. 

17. To ensure the reception area is clean and tidy at all times and well stocked. 

18. To ensure changing areas, toilets and other leisure facilities are clean, tidy and 

fully stocked. 

19. To assist in regular stock-takings as required. 

20. To use correct dosage of professional products and to keep store cupboards in 

good order whilst maintaining stock control procedures. 

21. To maintain the highest standard of hygiene an all areas. 

22. To assist in all leisure duties such as laundry, pool maintenance, general 

cleaning etc. 

23. To attend to any other duties as requested by your manager. 

24. To report any complaints or faults to the manager on duty. 

25. To accept and understand a flexible work schedule is necessary for 

uninterrupted service to hotel guests. 

26. To comply with the standards and operation procedures manual. 

 

Communication: 

1. To report any complaints or faults to the immediate supervisor and ensure that 

they are logged. 

2. To attend meetings and trainings as and when required. 

3. To answer all telephone calls quickly and efficiently in the correct manner. 

 

Security: 

1. To remain constantly aware of security and report or act any suspicious event 

or persons 

2. To ensure all areas are secure upon completion of work shift with the 

assistance of appointed personal. 

3. To be alert for guests leaving the premises without signing/ checking out. 

4. Maintains high confidentiality in regards to member’s privacy. 

 

Personal: 

1. To maintain the highest standard of personal hygiene, appearance, and dress at 

all times. 

2. To ensure the correct uniform is worn, having been cleaned and ironed 

regularly.  

3. To ensure correct name badge is worn at all times in the establishment. 

4. Be polite and approachable to all guests and other staff members. 

5. To be punctual at all times.  

6. Maintain good working relationships with all colleagues. 
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Health & Safety: 

1. To maintain an awareness of all Health & Safety requirements, as outlined in 

the Resorts Health & Safety Policy. 

2. To ensure awareness of the leisure’s fire procedures and the use of fire 

fighting equipment. 

3. To understand and follow the leisure’s emergency evacuation procedures. 

4. To remain constantly vigilant and aware of security, reporting any suspicious 

event or person. 

 

 

 

I have read and discussed the above information and I fully understand the description 

of my job and what is expected of me. 

 

 

Signature …………………………………….  Print Name…………………………… 

 

 

 

Position……………………………………...…Date………………………………...... 

 

 

 

 
 

 


