
ROLE PROFILE

JOB TITLE:                   Reception & Membership 
           Co-ordinator

REPORTING TO:      Business Administration Manager

LOCATION:                  HideOut Youth Zone

 
KEY RELATIONSHIPS: Young people and parents, Business Administration Manager and HideOut Youth Zone staff, 
volunteers, partners and stakeholders

SALARY:            £9.50 per hour

                                             
HOLIDAYS:      33 days pro rata including bank           
                                holdays

HOURS:             From 4.5 hours per week (evenings, 
               weekends and school holidays only)

MAIN PURPOSE

A vital front of house role, Reception is the first point of contact for Youth Zone members (children and young people 
aged 8-19 years, up to 25 for those with additional needs) and their parents. You will be a key part of a welcoming 
and highly professional team who are positive about young people and will ensure that the Youth Zone functions 
to its maximum potential. Working across HideOut Youth Zone’s various sessions, you will be responsible for giving 
every young person, guest and visitor receives a warm welcome to HideOut. You will be responsible for the reception 
area, ensuring young people enter the session smoothly, processing new members, directing phone calls and 
enquiries, maintaining the membership database efficiently and carrying out regular communication.

Open 7 days a week including school holidays, HideOut Youth Zone’s purpose is to help young people grow to be 
happy, healthy and successful adults.  Our state-of-the-art £6.6 million building provides young people with a range 
of activities, giving young people the opportunity to try new things, meet new friends and gain support from 
friendly, warm and positive staff and volunteers. Facilities include a 3G pitch, climbing wall, gym, sports hall and 
recreation area, and dance, arts, music and media suites.  The Building & Facilities Officer plays a critical role in 
HideOut’s mission to provide young people with affordable access to fun and inspiring opportunities, all designed to 
help them lead active, positive lives and raise aspirations.  

 

DUTIES & RESPONSIBILITIES - RECEPTION & MEMBERSHIP

• To take responsibility for maintaining the reception area at the Youth Zone and providing a welcoming 
         environment
• To act as the first point of contact for Youth Zone members, staff, volunteers, suppliers, visitors and the general 

public
• To ensure new members are welcomed into the Youth Zone and introduced to a member of the youth work team
• To ensure Junior age members (8-12 years) leave sessions safely in the care of parents or guardians
• To ensure visitors comply with health and safety requirements and child protection/safeguarding procedures, 

including signing into and out of the building and the allocation of visitors’ passes



DUTIES AND RESPONSIBILITIES - GENERAL

Telephone: 0161 511 3777 Address: HideOut Youth Zone, 
1 Queens Avenue, Manchester, 
M12 5PX

Registered Charity Number: 1179712
Website: hideoutyouthzone.org

• To deal with telephone enquiries, take and relay messages, screen and direct calls
• To book Youth Zone members into sessions, enter new members on to the membership database and collect 

entrance fees (training will be provided for the membership database)
• To support young people with completing membership forms
• To cash up at the end of each Youth Zone session
• To ensure that any administration and paperwork is up to date and completed by the end of each Youth Zone 

session
• To maintain the meeting room calendar for the Youth Zone
• To keep records up-to-date related to attendance, trips, events and meetings
• To support the smooth running of the Youth Zone session as required
• To assist with any general administration and communication functions as required
• Carry out any other reasonable duties as requested by the Senior Leadership Team

• Be a role model for young people and present a positive “can do” attitude
• Take personal responsibility for own actions
• Commit to a culture of continuous improvement
• Work within the performance framework of HideOut Youth Zone and OnSide
• Represent HideOut Youth Zone positively and effectively in all dealings with internal colleagues, and external 

partners
• Comply with all policies and procedures, with particular reference to safeguarding, codes of conduct, health and 

safety and equality and diversity to ensure all activities are accessible
• To be alert to issues of safeguarding and child protection, ensuring the welfare and safety of Youth Zone 
         members is promoted and safeguarded, and to report any child protection concerns to the designated Child        
         Protection Officers using the safeguarding policies, procedures and practice (training to be provided)
• To assist with any promotional activities and visits that take place at the Youth Zone
• To actively promote the Youth Zone and positively contribute towards increasing Youth Zone membership

PERSON SPECIFICATION

Selection Criteria*
A = Application Form      I = Interview      T = Test/Personality Profile     

Essential or 
Desirable

Method of 
Assessment

Experience

Managing or supervising a busy reception desk or entrance point Essential A & I

Working in a customer facing environment Essential A & I

Dealing with the general public Essential A & I

Handling cash Essential A & I

Experience using a membership system or database Desirable A & I

Experience working with young people Desirable A & I

Qualifications

GCSE in Maths and English or equivalent Essential A

A basic IT or computer literacy qualification Desirable A

Skills

Able to work under pressure and in a fast-paced environment Essential A & I

Ability to engage with all types of people from young people, community 
members and colleagues to official visitors and Board Directors

Essential A & I

Willingness to support the Youth Work team in ensuring a safe, fun and 
welcoming environment for all young people

Essential I & T

Ability to diffuse pressurised situations while remaining calm and in control Essential I & T

*Selection criteria for guidance only, alternative methods may be used to assist the selection process

https://www.facebook.com/hideoutyouthzone/
https://twitter.com/hideout_yz
https://www.linkedin.com/company/hideout-youth-zone
https://www.instagram.com/hideoutyouthzone/
https://www.youtube.com/channel/UChI5grFV_Dys9l3vq7NQfrQ/featured
https://www.hideoutyouthzone.org
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Selection Criteria*
A = Application Form      I = Interview      T = Test/Personality Profile        

Essential or 
Desirable

Method of 
Assessment

Good communication and interpersonal skills Essential A & I

Ability to work on own initiative and as part of a team Essential A & I

Ability to pay attention to detail, be thorough and organised Essential A & I

Excellent timekeeper Essential A & I

Knowledge

High level knowledge of computers and relevant software such as Microsoft 
Office

Essential A & I

Knowledge of the issues which effect young people and safeguarding Desirable A & I

Special Requirements

A willingness to work unsociable hours Essential A & I

A willingness to cover events, holidays and staff absence Essential A & I

DBS clearance and committed to Safeguarding children Essential A & I

*Selection criteria for guidance only, alternative methods may be used to assist the selection process

ADDITIONAL INFORMATION

HideOut Youth Zone is committed to safeguarding and promoting the welfare of children, young people and 
vulnerable groups. The role is part-time, based at HideOut Youth Zone in Gorton and is subject to an enhanced DBS 
check.

The strength of HideOut and the OnSide network of Youth Zones is the diversity of its people; we place huge value 
on equal opportunities and encourage applications from candidates of diverse backgrounds, communities and 
abilities. For information regarding how the Youth Zone will process your data, please visit 
www.onsideyouthzones.org/applicant-privacy/.

https://www.facebook.com/hideoutyouthzone/
https://twitter.com/hideout_yz
https://www.linkedin.com/company/hideout-youth-zone
https://www.instagram.com/hideoutyouthzone/
https://www.youtube.com/channel/UChI5grFV_Dys9l3vq7NQfrQ/featured
https://www.hideoutyouthzone.org
http://www.onsideyouthzones.org/applicant-privacy/





