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Job Specification

Sports Centre Recreational Assistant 
Responsible to:
Curriculum Manager - Leisure Industries, Sports Co-ordinator 
Grade of post:
Support Scale 3, SCP 12-13
Hours of work:
12 hours per week - will involve evening work and weekend working on a rota basis

Work location:
Sports Centre, Wellington Road Campus, Bilston
Job Purpose:
· To ensure the smooth running of the reception at Wellington Road Sports Centre & to contribute toward an effective marketing campaign that ensures all of the annual development and business targets are achieved.
· To prepare and supervise all facilities within the sports centre and to ensure acceptable standards of cleanliness.
· To monitor a diverse range of sports to college students, staff and the general public.
· To carry out office duties, maintenance of systems, record keeping, marketing and preparation for clients/users. 
· To provide guidance and assistance to clients, colleagues and learners, inclusive of those learners pursuing work experience opportunities.
Key Responsibilities
Managing Tasks

Planning

Short term, Long term, priorities, objectives, schedules, revising plans, adjusting policy etc. E.g. Maintain the reception area, ensuring that it is clean and tidy at all times. Ensure membership administration and all customer sales and bookings are taken correctly, resulting in the very best outcomes for all customers from a service and satisfaction standpoint.

Managing Tasks

Implementing / Coordinating 

Organising resources, admin systems, allocating, arranging events, ensuring efficient co-ordination etc E.g. Supervise and undertake the efficient and safe setting up, correct usage and taking down of equipment and materials for centre bookings according to usage timetables in order to enable sports activities and courses to operate efficiently. Undertake on a monthly basis, general administration duties such as stock control, equipment inventory and give feedback via a report associated with the sports centre & college enrichment daily equipment and maintenance checklists. Ensure the health and safety of all sports staff, learners and customers through contributing toward the development of risk assessments and their implementation. This will be underpinned by regular and structured facility, equipment, activity and coaching session checks reporting findings to the centre management team on a daily basis. Ensure that the Sports Centre’s financial operations and cash handling procedures operate in accordance with the College’s financial regulations.
Administering

Clerical/Administrative functions

Routine administration, records, forms, typing, filing, handling mail, managing appointments etc. E.g. Records must be maintained accurately. To ensure all information is correct and in line with College policy. Ensure Customer Service Standards and Health and Safety operational performance is in accordance with the Sport Centre’s normal operating and the College’s Quality Assurance procedures. To promote and ensure a zero-tolerance safe working environment for learners, staff and sports centre & college enrichment users. Supervise and undertake the efficient and safe setting up, correct usage and taking down of equipment and materials for centre bookings according to usage timetables in order to enable sports activities and courses to operate efficiently. Ensure the health and safety of all sports staff, learners and customers through contributing toward the development of risk assessments and their implementation. This will be underpinned by regular and structured facility, equipment, activity and coaching session checks reporting findings to the centre management team on a daily basis. Ensure and maintain a high standard of cleanliness and hygiene throughout the Sports Centre, contributing to the administrative work required in relation to the completion relevant documentation. Always assisting in maintaining standards of cleanliness within all operational areas of the centre.
Physical Activities

Performing/Physical Tasks

Physical coordination, cleaning, tidying, guarding, patrolling, decorating, arranging displays etc. E.g. Supervise and undertake the efficient and safe setting up, correct usage and taking down of equipment and materials for centre bookings according to usage timetables in order to enable sports activities and courses to operate efficiently. Ensure the health and safety of all sports staff, learners and customers through contributing toward the development of risk assessments and their implementation. This will be underpinned by regular and structured facility, equipment, activity and coaching session checks reporting findings to the centre management team on a daily basis. Ensure and maintain a high standard of cleanliness and hygiene throughout the sports centre & college enrichment, contributing to the administrative work required in relation to the completion relevant documentation. Always assisting in maintaining standards of cleanliness within all operational areas of the centre. To prioritise workload effectively, in order to meet a range of customer requirements. Where necessary carry out inductions for new members / students. 

Administrating

Clerical/Administrative Functions

Routine administration, records, forms, typing, filing, handling mail, managing appointments etc. E.g. To contribute toward achieving the centre’s financial targets through direct marketing forms, inclusive of following up leads, booking sales appointments and supporting a process that gives each potential client the very best initial experience. To actively support the drive toward the Community sports centre & college enrichment securing and retaining the Quest & FIA Quality Standards through excellent customer service approaches. To ensure that you support the Sports Centre’s financial operations and cash handling procedures, so that they operate in accordance with the College’s financial regulations. To be responsible for the administration of the Sports Centre’s & Enrichment events Programme. To ensure that client information is handled confidentially in line with College procedures and data protection. To be proactive in ensuring the very best experience is always the outcome for each and every client in the sports centre throughout their membership. To promote the sports centre & college enrichment through working with key stakeholders, marketing and the community. 

Other Duties and Responsibilities

· To carry out all duties in accordance with the College’s Health and Safety policies and procedures.
· To carry out any other duties as directed by your Line Manager.
Safeguarding

The College is committed to safeguarding and protecting the welfare of learners and expects all who work with or on behalf of the College to share this commitment.  All roles within the College therefore are subject to DBS regulations.

The College considers that the job holder for this role should have a DBS Enhanced CHILD.
Equality and Diversity
We are committed to the promotion of equality of opportunity in all of our activities and to encouraging access to our College from all groups irrespective of race, gender, age, disability or sexual orientation. We are working to create an environment in which cultural diversity and individual difference are positively valued in an atmosphere free from harassment and discrimination. We take our legal and moral obligations with respect to equal opportunities seriously and welcome dialogue with groups and individuals on ways in which our equal opportunities policies and practice can be enhanced.

PERSON SPECIFICATION

	Education/Qualifications


	
	
	

	
	S/L
	I
	A

	Essential:
	
	
	

	· English & Maths Grade C or above (Equivalent) 
· Customer Care Level 2
· First Aid
· Qualified NVQ level 2 or equivalent in a relevant subject area eg. Sports, Business

	x

x

x

x


	x

x

x
	

	Desirable:
	
	
	

	· Willingness to work towards further qualifications.

· Experience in enrichment activity

· Experience in working in a college 


	x

x
	x


	

	Technical Skills


	
	
	

	Essential:
	S/L
	I
	A

	· IT literate with good keyboard skills.

· English and Maths

· Experience with Excel

· Experience with booking systems

· Report writing skills 

· Marketing and Advertising Skills 
	x

x

x

x

x

x
	x


	

	Desirable:
	
	
	

	· Experience of sport/fitness development.
· Community sports experience.

	x

x
	
	x

x

	Personal/Behavioural Attributes


	
	
	

	Essential:
	S/L
	I
	A

	· Strong customer focus.

· Good interpersonal and communication skills.

· Ability to plan and prioritise own workload, working to challenging targets and deadlines.

· Ability to work flexibly.
	x

x

x 

x
	x

x

x

x
	

	Desirable:
	
	
	

	· Knowledge of relevant funding agencies.
	x
	x
	

	Other Requirements


	
	
	

	Essential:
	S/L
	I
	A

	· Awareness of Equal Opportunities policy and practice.

· Awareness of Health and safety practices.


	x

x


	x

x


	

	Desirable:
	
	
	

	N/A

	
	
	

	Safety Critical Role

H&S Accreditation 
	
	
	

	Education/Qualifications
	
	
	

	Essential:
	S/L
	I
	A

	· Booking / Hire System Experience
	x
	
	

	Desirable:
	
	
	

	· Customer Services Level 2

· Operational Services Level 2 or equivalent qualification

· Fitness Level 2/3 qualification

· Sports Coaching badges
	x

x

x

x

x
	
	x


S/L = Short Listing        I= Interview         A=Assessment 

PAGE  
September 2021

