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WESTCOUNTRY SCHOOLS TRUST
JOB DESCRIPTION

[bookmark: _Hlk125449081]Job Title:     		Casual Sports Centre Assistant
Location:	Across the Trust (based at Coombe Dean School)
Grade/salary:	Plymouth NJC Grade B points 3-4
Hours:			Casual 
Reports to:		Sports Centre Manager
Key relationships:	Internal and external customers of the Sports Centre facilities.  

Job Purpose
To provide a high quality and effective services to the community. Ensuring safe and efficient operation of Sports Centre facilities. 

Duties and Responsibilities
1. At all times demonstrate and uphold WeST’s core values, ensuring that behaviour, actions and decisions align with the principles that guide our work.

2. Assist the centre manager in the co-ordination of the Sports Centre programmes to ensure cohesion and effectiveness of service delivery.

2.	Undertake appropriate basic administrative duties to support the Sports Centre operations. Including basic record keeping of both digital and paper information, completing forms in accordance with set procedures, and making registers of attendance. May be required to process payments in line with standard procedures. 

3.	Responding with key information about services to initial enquiries. Re-direct all other enquires for Sports Centre facilities/services and bookings to the Centre Manager [or other person as applicable]. 

4.	Carry out various cleaning and sanitisation duties, as well as switching off lights, checking windows are shut and reporting damages (checklist to be provided). Maintaining the environment and security. 

5.	To carry out minimal maintenance tasks as needed.

6.	Co-ordinate any emergency evacuation of lettings in line with established procedures and protocols.

7.	Undertake training as deemed necessary for the role, this may include health and safety, first aid at work, fire warden, manual handling and other topics as appropriate. 

8.	Be responsible for facilitating sports equipment for facility lets. Make sure equipment and sport areas are safe and follow health and safety guidelines facilities arranging rooms and ensuring facilities are kept clean & tidy and ready for the next booking and users. 

9.	Be responsible for the locking of all sports facilities at the end of the evening and a key holder. With support of the Centre Manager and Premises Manager.

10.	Support with promotional and marketing activities when required, to increase awareness of the Sports Centre facilities within the local community. 

11. 	May be required to provide first aid to the users of facilities as required. 

12.	Be responsible for promoting and safeguarding the welfare of young people s/he is responsible for or meets.

This job description provides a general reflection of the main duties and responsibilities of the post at the date of production.  You may be expected to take on other reasonable activities deemed to be within the character of the post to assist in efficient service delivery.  The duties may change over time as requirements and circumstances evolve without changing the general character of the post or level of responsibility.  


Other

· To act in accordance with, and actively promote, all Trust policies, including Safeguarding, Health and Safety and Equality & Diversity.
· To participate in Continuing Professional Development (CPD relevant to the role and to engage in Performance Development Reviews (PDRs).
· Preparing and contributing to Trust wide development by sharing best practice and delivering/receiving professional feedback. 
· To retain confidentiality and maintain data and/or files in accordance with Trust policies for data governance, as appropriate for the role.



SPORTS CENTRE ASSISTANT
PERSON SPECIFICATION

E = Essential, D = Desirable

	Method of Assessment
The table indicates the possible method/s by which the skills/knowledge/level of competence in each area will be assessed.
	Essential or Desirable
	Application Form
	Interview (or other selection activity)

	QUALIFICATIONS:

	Good basic education (5 GCSEs A* to C, or equivalent)
	E
	X
	

	Level 1 coach or sport qualification
	D
	X
	

	First Aid certificate
	D
	X
	

	EXPERIENCE:

	Customer Service experience
	E
	X
	

	Awareness of health and safety issues within sport
	D
	X
	

	KNOWLEDGE, SKILLS AND ABILITIES:

	Good customer-facing skills (for working with lettings clients)
	E
	X
	

	Good communication skills
	E
	X
	X

	Good organisational skills
	E
	X
	

	Ability to work alone or within a team
	E
	X
	

	Ability to follow educational policies & procedures with an awareness of equal opportunities
	E
	X
	X

	Good ICT skills
	D
	X
	

	Flexible, adaptable and effective
	E
	X
	X

	A wide range of sporting interests/skills/knowledge
	D
	X
	X

	VALUES-BASED BEHAVIOURS:

	Compassion:

	Recognising need in others and acting with positive intention to promote well-being and improve outcomes 
	X
	
	X

	Aspiration:

	Works to high expectations, modelling the delivery of high-quality outcomes
	X
	
	X

	Showing passion, persistence and resilience in seeking creative solutions to strive for continuous improvement and excellence
	X
	
	X

	Integrity:

	Acting always in the interests of children and young people, 
	X
	
	X

	Acting with a consistent and uncompromising adherence to strong moral and ethical principles
	X
	
	X

	Communicating with transparency and respect, creating a working environment based on trust and honesty
	X
	
	X

	Collaboration:

	Creating a shared vision and working effectively across boundaries in an equitable and inclusive way to skilfully influence and engage others
	X
	
	X

	FURTHER REQUIREMENTS:

	Commitment to safeguarding
	
	Y
	Y

	Enhanced DBS certificate 
	
	Y
	Y
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