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JOB DESCRIPTION:

SPORTS CENTRE ASSISTANT

Grade:	H3	Reports to: Development & Marketing Manager	

The duties and tasks listed below are a general outline of the duties expected.  

MAIN AREAS OF RESPONSIBILITY

· Take responsibility for the day to day facilitation of all Sports Centre activities, whilst liaising with the Development & Marketing Manager as well as the Head of PE.
· Meeting and greeting clients.
· Setting up, preparing and taking down of equipment.
· Maintaining and cleaning all kit and equipment.
· Ensuring that stakeholders are kept up to date with developments and opportunities through various media.
· Collecting and recording payments for use of sports facilities.
· Willingness to work unsocial hours as need dictates including the opening and closing of the facilities.
· Host children’s birthday parties, as well as other events.
· Administration and general office duties.

These duties may be subject to review and amendment, according to the changing needs of the department and the school.


EQUALITIES

Be aware of and support difference and ensure that the School’s equalities and diversity policies are followed.


HEALTH AND SAFETY

Be aware of and comply with policies and procedures relating to child protection, health and safety, confidentiality and data protection, and report all concerns to an appropriate person.


DISCLOSURE & BARRING SERVICE

This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Disclosure & Barring Service as part of the School’s pre-employment checks.

All those required to have a DBS check are required to inform the school at the earliest opportunity of any conviction, caution or bind-over that they have received or any police investigation which may lead to one of these.  Failure to do so, without legitimate cause, would be a serious breach of school discipline.

ADDITIONAL INFORMATION

The jobholder is required to contribute to, and support the overall aims and ethos of the school, maintaining its high standards and expectations.  All staff are required to participate in training and other learning activities, and in performance management and development as required by the School’s policies and practices.

All new recruits to the school within this Grade are subject to a 26 calendar week probationary period, which should provide you with the opportunity to discuss your progress within the role, identify any training needs and address any concerns.

The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.										


CONTACTS

All members of staff in the school
Pupils
Parents and Visitors


KNOWLEDGE, EXPERIENCE AND PERSONAL ATTRIBUTES

· Working knowledge of a leisure centre, sports hall, or holding a Community Sports Leader Award, or similar, would be desirable.
· A genuine interest in sports activities.
· Knowledge of customer care and working with the public.
· First Aid Qualifications – essential and, if not held, willingness to undergo training as candidate must be able to provide immediate First Aid.
· Awareness of Health and Safety issues relating to all aspects of Sports Centre desirable.
· Ability to work under pressure during busy periods.
· Be physically capable of performing the required duties essential.
· Good literacy and numeracy skills, including some experience of using ICT.
· Gym Instructor level desirable or willingness to undergo training essential.


SALARY & NOTICE PERIOD

The salary will be pro-rata.
Notice period required: 1 month

	   
Postholder: ...............................................................
	
	
Signature: ..........................................................

	

Line Manager: ..........................................................
	
	

Signature: ..........................................................

	
Dated: 		..........................................................
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