
 
 

 

Receptionist & Gaming Staff 
 Department:  Reception & Gaming Cashier 

 Location:  Reception & Cash Office 

Responsible to: Reception Supervisor, Gaming Supervisor, Duty Managers, Promotions 
Manager, Accounts Manager 

Liaise with:  All departments 

OBJECTIVE: To create a positive and lasting first impression of the Club. Promote events and sell the club’s 
products and services including Memberships, , Club Promotions, Restaurant and Entertainment. To keep 
accurate accounting records of monies that pass through the cashbox. Ensure the cashbox and strong room 
area is kept secure and clean. Offer product knowledge whenever appropriate. 

RESPONSIBILITIES AND DUTIES 

 
1. SMILE!! Welcome all guests with a positive, helpful attitude. 
 
2. Answering and operate the telephone switchboard and taking of messages in accordance to company 

policy. Use of e-mail system. 
 

3. Signing-up of all members in accordance to company policy and procedures, refer to Policy and 
Procedure Manual. 

 
4. Ensure compliance with Liquor Licensing of all entrants to the Club. 

 
5. Selling and promoting the club’s services and products. 

 
6. Assisting patron with sales in the Bottle shop. 

 
7. Comprehensive knowledge and promote Bottle shop products and promotions. Up sell. 

 
8. Ensuring the Club’s minimum dress standards are adhered to by guests and member. Special focus 

must be paid to consistency of standards. 
 

9. Dealing with bookings for ticketed shows. Take Restaurant booking when necessary. Take enquiries 
for functions. 

 
10. Assist with general enquiries. 

 
11. Process membership applications in accordance to company policy and procedure. Up sell 

memberships. We must reach the Club’s Membership targets. 
 

12. Assist with collection of employment applications. 
 

13. Paging guests on the PA system. 
 

14. Safely storing of member’s belongings etc. in the cloak room.  
 

15. Sort mail into appropriate categories for distribution.  
 

16. Recording of daily events and any critical incidents in the Reception Diary (daily). Keep up to date 
on the current Memo’s. 

 
17. Ensure the work environment complies with Workplace Health and Safety legislation. 

 



18. Work as a team player and to the venues standards. 
 

19. Other duties as requested by the Reception Manager of Management Staff. 
 

20. Report any issues i.e. stolen car, irate customer etc. and Customer complaints to a Manager on Duty 
or Supervisor. 

 
21. Check who is the Duty Manager and change the name on the duty board. 

 
22. Turn on the computers and card printer. 

 
23. Open up the Bottle shop and turn on all lights and signs. 

 
24. Count Membership and bottle shop tills. 

 
25. Place signing in books on counter. 

 
26. Ensure dress regulation sign is placed outside front door and function/promotion sign is placed on 

either side of the signing in desk. 
 

27. Check Head Counter is turned on. 
 

28. Answer phones, transfer calls and take messages when required. 
 

29. Put out daily membership target and Admin availability sheet, check the entertainment board has 
the updated signs. 

 
30. Ensuring the Signing in Books are filled out correctly according to the Liquor Act. 

 
31. Assist with all general inquires. 

 
32. Selling and promoting and processing membership application forms. 

 
33. Processing EFTPOS Transactions for both Membership and Bottle shop tills. 

 
34. Registering Service persons, issuing service passes and notifying Manager on Duty. 

 
35. Cleaning and maintenance of reception area and facilities. 

 
36. All duties and responsibilities of a Keno Attendant. 
 
37. To adhere to the relevant legislative, regulatory and Industry standards and to the venues policies 

and procedures in particular note to the Privacy Act. 
 

38. To provide a full range of services promptly to patrons including the provision of payouts, Keno, 
Loyalty system and membership card enquiries. 

 
39. To meet, greet and farewell patrons with particular attention to the time taken for payouts, pager 

calls, hopper refills and machine faults. 
 

40. To ensure the cleanliness of the cashier area including the cleaning of benches, machines, Keno 
terminals, disposing of rubbish and collection of coin cups. 

 
41. To manage the Cashier function including the accurate issue and receipt of coin and payout vouchers 

and the accuracy of float reconciliations/balances and record keeping for float tines and bank coin 
shortages. 

 
42. To assist the Gaming Attendant with the provision of prizes from the Showcase and their accurate 

recording during issue. 
 

43. To promote the benefits of membership and the usage of membership cards. 
 

44. To report to the Gaming Manager any repetitive problems with machines or comments from patrons 
in regard to new products available. 



 
45. To maintain the Privacy of all information related to any patron and staff member in the Gaming 

Lounge. 
 

46. Ensure the work environment complies with the Workplace Health and Safety legislation. 
 

47. Work hours as per roster. 
 

48. Consistently demonstrate professionalism, integrity, commitment, fairness and co-operation in all 
aspects of the above responsibilities. 

 
49. Maintain security of area including cash floats. 

 
50. Effective monitoring of patrons drinking habits is maintained to ensure compliance with Liquor 

Licensing requirements. 
 

51. Assistance to other staff and other areas of the venue as required. 
 

52. Other duties as requested by the Duty Manager or Gaming Manager. 
 

53. Overseeing stock transfers and sundry items are rung up correctly. 
 

54. Taking home delivery orders – Thurs to Sat. 
 

55. Make Dress Regulation announcement at or after 7pm. 
 

56. Make Club close announcements at appropriate times. 
 

57. Count service passes and record in register – leave a note in communication diary to chase up any 
outstanding. 

 
58. Calculate sign in statistics and record in register, stamp up enough pages for next day. 

 
59. Record head count total and write the amount in the register, reset the counter to zero. 

 
60. Complete any duties requested by Reception Supervisor or Duty Manager. 

 
CAPABILITIES REQUIRED 
 
Knowledge:  Customer Service Principles 
   Workplace Health and Safety Act 
   Beverage product knowledge 
 
Skills:   Customer Liaison 
   Human/Interpersonal Relations 
   Accurate money handling skills 
   EFTPOS experience 
   Telephone and switchboard experience 
   Data input 
   Typing 
 
Attributes:  Reliable/punctual/dependable 
   Well spoken, courteous 
   Self-motivated 
   Honesty/accuracy/numeracy 
   Ability to work as a team 
   Organised  
   Clear and legible handwriting 
 
Minimum  
Qualifications: Responsible Service of Alcohol certificate (LLD) 

Responsible Service of Gaming certificate 
   Hospitality operations experience 
   1 years experience in a receptionist environment 


