BRADLEY STOKE TOWN COUNCIL

JOB DESCRIPTION


DEPARTMENT: TOWN CLERKS				SECTION: FINANCE


JOB TITLE: BOOKING OFFICER	GRADE: 4
		

1.	JOB PURPOSE

To co-ordinate the bookings for 3 Activity Centres through the use of a computer system and liaison with The Centres Manager, Sites Supervisor, Finance and Bookings Officer Level 2 and on-site Leisure Assistants. Receiving payments and raising of invoices/credits in line with booking procedures and conditions of hire.

To also provide support for the Finance Manager in the financial aspects of Town Council business. 


2. MAIN DUTIES

(a) To take bookings in relation to the Town Council properties and facilities. Receive payments and raise bookings, forms, invoices and credits in line with the Town Council Conditions of Hire. Maintain the booking schedules and ensure each site is provided with up to date and accurate information on a daily basis. Maintain an accurate filing system for all bookings. 

(b) To update price lists and booking forms following the annual rent review and advise regular users of the price increases, ensuring that they agree to the Town Council Conditions of Hire.

(c) To assist with the promotion of Town Council facilities, meet with hirers on site and advise them regarding layouts for events. Ensure licensed facilities are available as required. Liaise with the Centres Manager, Sites Supervisor, Finance and Bookings Officer Level 2 and on-site Leisure Assistants accordingly and gauge customer satisfaction etc. and encourage the continuation of block bookers.

(d) To act as a first point of contact for complaints after events at Council facilities, assessing the gravity of the complaint to establish if it can be resolved without referral, otherwise decide on appropriate action.

(e) To deal with any customer complaints and queries in a timely manner and liaise with the Finance Manager for more serious issues or unusual requests.
 
(f) To receive and record payments from customers, undertake credit control procedures to ensure timely payment of invoices raised or booking forms issued. Responsible for the reconciliation and banking in a timely manner and updating the Sage accounting system.

(g) To issue credits against invoices in line with procedures or requests as required as authorised by the Finance Manager.
(h) To consider whether there are Health and Safety implications or other issues for items which do not fall within normal procedures and deal with as appropriate or refer to the appropriate officer (Finance Manager or The Administrator (Health and Safety)).

(i) The issue and monitoring of security bags to the Activity Centres and collection of weekly banking from the sites. Reconciling payments received from the Activity Centres and dealing with any discrepancies in line with set procedures. 

(j) To deliver the reconciled banking to The Post Office in a timely manner.
Extra responsibility for large cash amounts during Community events.

(k) In the absence of The Finance Manager and the Finance and Bookings Officer Level 2 to deal with petty cash payments in line with set procedures (excluding bank transfers or updates to the accounting system).  

(l) The ability to communicate at all levels in a confident and knowledgeable manner.

(m) Process internet banking payments lined to hires and other payments from the bank 
          statement and cross reference with the booking schedule where appropriate

(n)   To carry out any other duties that may be required.

.     

3. RESOURCES

Responsible for the bookings of all Town Council properties and facilities. Ensuring all bookings are invoiced and payments received promptly. Income (approximately £155k -£165k for 2024/2025).

Petty Cash (in the absence of the Finance Manager and Bookings and Finance Officer Level 2).


4. DIMENSIONS

Responsible for the bookings of all Town Council properties and facilities. Ensuring all bookings are invoiced and payments received promptly. Income (approximately £123k -£133k for 2009).

Petty Cash (in Finance Managers Absence).


5. JOB CONTEXT

To support the Finance Manager in the financial aspects of the Town Council business including sales and purchase ledger and processing the hire of 3 Activity Centres and associated payments.
 





6. SUPERVISION AND WORK PLANNING

The post holder works within set procedures to daily, weekly and monthly timescales and receives ad hoc tasks from The Finance Manager in the first instance and in their absence, the Bookings and Finance Officer Level 2, which is completed according to the priorities determined, and is expected to prioritise their own routine work.



7. PROBLEMS AND DECISIONS

Acts as first contact for complaints, assess gravity of the complaint to establish if it can be resolved without referral, otherwise take appropriate action.

Occasional problems occur with bookings i.e. changes to bookings, arrangements for conference facilities broken etc. The postholder would discuss with The Finance Manager and the Bookings and Finance Officer Level 2 to decide best course of action e.g. Issue of credit note or refund payment if warranted and authorised as necessary.



8. CONTACTS

Members of the public, professional, charitable or community organisations in connection with bookings and events.

The Town Clerk, Finance Manager and Bookings and Finance Officer Level 2 in connection with bookings and other financial work. 

Centres Manager, Sites Supervisor and Leisure assistants to inform them of bookings and any special conditions.

The Administrator (Health and Safety) concerning unusual items outside of normal procedures.  

Mobile bar provider for licensed function arrangements.

Post office and sites for banking.


9. KNOWLEDGE, EXPERIENCE AND TRAINING

	3 GCSE's at grade 'C' or above including English and Mathematics or equivalent.
Computer and Word Processing literacy together with relevant accounts and financial experience.
Excell and spreadsheets
Sage sales ledger
Good communication skills both written and verbal 





10. PHYSICAL EFFORT AND / OR STRAIN

Normal Office Environment but can involve assisting with set-ups for large functions including community events.

Collection of banking from 3 sites and delivery of reconciled banking to The Post Office.


10.	WORKING ENVIRONMENT

Normal Office Environment but can involve site visits.

Counting cash donations from community events.


11.	EQUIPMENT

Computer and normal office equipment.



12.	GENERAL

This job description only contains the principal accountabilities relating to this post and does not describe in detail all the tasks required to carry them out. 

Duties may vary from time to time without changing the character of the post or the level of responsibility.


13.	SPECIAL NOTES OR CONDITIONS 

None
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BRADLEY STOKE TOWN COUNCIL

EMPLOYEE SPECIFICATION

JOB TITLE: 	BOOKING OFFICER

	
ASSESSMENT CRITERIA
	
ESSENTIAL

	
DESIRABLE

	Qualifications
	3 GCSE's at grade 'C' or above including English and Mathematics or equivalent.

	

	Work related experience and Associated Vocational Training

	Computer and Word Processing literacy together with relevant accounts and financial experience.

	

	Other Relevant Experience
	Experience in handling cash and banking 
	Sage accounts experience would be an advantage but training can be provided


	Job Related Skills
	Computer and Word Processing skills especially Excell and spreadsheets

	


	Personal Skills
	An ability to communicate with staff, councillors and the general public in a pleasant and effective manner.
Good communication skills; written and oral and complaint handling.

	











