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JOB DESCRIPTION

Job title:  		Sports Centre Senior Duty Manager
Reports to:		Executive Deputy Head teacher (with responsibility for the Sports Centre)
Contract Type:	Full time (Shifts will vary weekly- daytime, evening and weekends)
Location:	The Herts & Essex Sports Centre
Date:	 		September 2026

Main Purpose of the Role
The main purpose of the Sports Centre Senior Duty Manager is to support the day-to-day operation of the Sports Centre. To demonstrate leadership for other members of staff and create a hard working team.  The Senior Duty Manager will help to drive the success and growth of the centre while maintaining high standards and excellent customer service and making sure that all Herts & Essex Multi-Academy Trust policies and procedures are followed. 

Duties and Responsibilities

Main Duties and Responsibilities
· Help promote and deliver all of the Sports Centre’s plans and vision for growth
· Manage the day to day operation of the site and meet regularly with the Centre Manager to report on how the site is running
· Communicate regularly with partners and members to ensure customer satisfaction
· Make sure all staff are keeping the highest of standards in all departments
· To assist the Sports Centre Manager with managing the rest of the team.
· Assist in the creation and distribution of staff rotas on a monthly basis, including organisation of the rota for the bar and kitchen when needed
· Ensure staff comply with all Herts & Essex Multi-Academy Trust policies and procedures
· Take on bar shifts when needed to help assist the Bar Manager and other Duty Managers with the day to day running of the Bar and Kitchen
· Help assist the Bar Manager and Sports Centre Manager undertake event planning and events
· Undertake day-to-day duties such as setting up and taking down all Sports Centre equipment, promote and process gym memberships, managing the booking system, reception and cleaning tasks as required
· Responsible for cashless payments for pay to play sport bookings
· Prepare reports for the Sports Centre Manager, including reporting of events, feedback, accidents and major incidents 
· Ensure the safety and wellbeing of all staff, contractors, visitors and members of the public in the centre
· Ensure that the building is always secure and ensure a good standard of cleanliness
· Monitor and undertake Health & Safety checks at the Sports Centre on a daily, weekly and monthly basis
· Report any faulty equipment or issues to the Sports Centre Manager
· Ensure that social media pages for the Sports Centre are kept up to date
· Complete relevant training needed for the position of Senior Duty Manager

Other Requirements
· The post holder will be required to wear the designated uniform when on duty
· Shifts are likely to include evenings, weekends and bank holidays, as well as daytime shifts as part of an agreed working pattern


PERSON SPECIFICATION

Qualifications
· GCSE grade A*-C (or equivalent) in English and Maths
· First Aid qualification (including defibrillator training) would be desirable or be prepared to undertake such a qualification

Experience
· Experience working in the sport, health and fitness industry is desirable, however applications are invited from enthusiastic applicants actively pursuing a career in sports and leisure 
· Experience working and upholding health and safety legislation is desirable
· Experience operating and maintaining a building is desirable
· Experience in sales and promotions is desirable

Skills and Abilities
· Strong leadership skills to be able to manage and lead a team on a day to day basis.
· Excellent customer service skills and willing to go above and beyond to help with the needs of our customers
· A keen interest in sport, health and fitness
· Strong listener and communicator who can effectively convey information to a range of stakeholders
· Computer-literate with software proficiency in Microsoft Office applications including Word and Excel 
·  Team player who is strong at building relationships with customers and colleagues 
· Demonstrates a flexible approach to work 
· Excellent work ethic

Other Requirements
· A commitment to safeguarding children
· A commitment to the Trust’s mission and vision
· Strives for the highest possible standards at all times
· Resilient and positive and willing to go the extra mile
· A willingness to make a positive contribution to the Trust’s community

This job description is not intended to be a comprehensive definition of a post.  It may be subject to modification or amendment, in consultation with the post holder, to meet the changing needs of the school.
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