
 
 

Job Description 
 

 

Title:     Customer Service Role/Reception and Party Host 
Reports to:  Manager/Duty Manager 
 
 
Summary of Position:   

Be able to perform all tasks related to all areas of the arena, Duties include: Reception, Barista, Café, 
Party Host, Safety Briefings, Cleaning and Court Monitor. The Customer Service Role is often the first 
point of contact with our customers so attitude is extremely important. You are to provide professional, 
cheery customer service with an approachable manner at all times. The safety of our customers is 
paramount, so the ability to enforce our entry conditions and rules is a prerequisite.  
 
All areas of the arena are to be properly maintained to ensure a very high standard of cleanliness, 
providing a safe enjoyable experience for all our customers.  
 
 
Duties & Responsibilities: 

 Greet and process customers with all inquiries relating to the arenas activities in a cheery, 
friendly manner and promptly, having full knowledge of all our services. 

 Process bookings and payments.  

 Manage relevant correspondence promptly, phone messages, e-mails. 

 Prepare and serve food and beverages. 

 Complete the daily checklist tasks on time and unprompted.  

 Explain jump areas and rules to customers, confidently delivering the company safety briefing, 
and follow through to enforce rules are adhered to, using your safety first cards to ensure this. 

 Ensure that all hot beverages are made to an accepted quality.  

 Ensure that all jumpers have a valid wristband, MegaBounce socks and no loose items/jewelry 
etc. 

 Coordinate clearing the courts of jumpers whose wrist bands have expired. 

 Prompt action is taken with regards to First Aid following correct policies and procedures  

 Adhere to all Health and Safety policies and procedures at all times. 

 Assist jumpers or spectators with any questions. 

 Report problems with equipment to management. 



 Report all injuries to management.  

 Complete opening and closing duties as per the checklist. 

 Performs his or her job in a friendly, courteous manner at all times. 

 Ensure cleanliness is a priority of your day. 

 Promptly informs the supervisor on duty of any and all customer complaints or comments or 
discipline issues with jumpers. 

 Follow all reasonable instructions given by your duty manager. 

 

Additional Party Host Duties:  

 Deliver exceptionally professional birthdays according to the birthday checklist and ensuring 
that everyone enjoyed their experience with us. 

 Prepare customer for jumping to include wristbands and footwear (if applicable). 

 Responsible for setting up, cleaning up, and maintaining party tables. 

 Adhere to strict party timing schedule. 

 Prepare and Serve food, beverages to party guests. 

 Ensure there is adequate space/seating for all party guests. 

 Ensure each party receives everything included in package. 

 Provide an exceptional birthday experience to birthday guest of honor and all parents and 
guests. 

 Keep workstation area clean and organised. 

 Monitor, clean and organize party area and café seating areas as needed. 

 Restock any and all party supplies and party add-ons as needed. 

 Ensure that all rubbish and debris are cleared from party area. 

 Ensure all party gifts and belongings have left with the party guest of honor, otherwise, 
contact party parents when time allows. 

 
 

SKILLS/Qualifications: 

 Willingness to be a Team Player and Hard Worker. 

 Be able to cope with working to deadlines within a fast paced environment. 

 Have exceptional cash handling skills. 

 Take pride in presentation of yourself and all you do. 

 Must be able to communicate clearly with supervisors & managers but especially with 
customers. 

 Be able to reach, bend, stoop and frequently lift up to 12 kilograms. 

 Be able to work in a standing position for long periods of time. (up to 8 hours). 
 

 


