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	Job Description

	
	Role: Sports Centre & Lettings Duty Manager

	
	Grade: H5
	Reports to: Lettings and Development Manager

	
	Role specifics: Permanent, full-time/part-time, 52 weeks per year
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Main Areas of Responsibility

· [bookmark: _heading=h.59qv59hbrfts]Take responsibility for the day to day facilitation of all Sports Centre activities, whilst liaising with the Lettings and Development Manager and the Director of Sport.
· Assist with residential lettings.
· Meet and greet clients.
· Be knowledgeable on, and able to use, all tools available, to support the smooth running of various letting activities and events.
· Ensure all activities are completed accurately, on time and to the client’s satisfaction and support line manager and the school as required.
· Lead and actively promote best practices amongst colleagues, creating noticeable improvements.
· Order, maintain and clean all kit and equipment within the Sports Centre
· Collect and record payments for use of sports facilities and parties including maintaining the online booking system.
· Co-ordinate and host children’s birthday parties as well as other events.
· Supervise and train student party hosts.
· Set up, prepare and take down equipment.
· Administer bookings and rota system, answer enquiries and take payments.
· Maintain social media, website and generate interesting, informative and up to date information
· Assist with any other ad-hoc internal projects and events as required from time to time by the line manager, providing support to the immediate and wider school team. 
· Required to work evenings and weekends on a rota basis including the opening and closing of the facilities.

Equalities

Be aware of and support differences, and ensure that the school’s equalities and diversity policies are followed.
 
Health & 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.
There will be times when the post holder works alone and they must be prepared to take all appropriate health and safety precautions, taking responsibility for themselves and the site whilst on duty.

Disclosure and 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
 
All new recruits to the school within this Grade are subject to a 4-month 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.	

Person Specification 

	 
	Essential
	Desirable

	Qualifications and training
	· NVQ Level 2 (or equivalent)
	· First Aid qualification
· Personal Training qualification

	Experience
	· Experienced with meeting and greeting clients / the general public
· Experience of setting up sports equipment
	· First Aid experience
· Personal Training experience
· Experience of working in a sports centre or other customer facing environment

	Professional Knowledge and Skills
	· Excellent ICT skills and ability to use a range of Microsoft packages
· Able to work with various systems and quickly pick up new systems
· Knowledge of using tools to support letting activities and events 
	· Awareness of Health and Safety within a sports centre / school environment

	Personal Qualities
	· Ability to work independently and as part of a team 
· Excellent verbal and written communication skills 
· Ability to build effective and professional relationships with internal staff, pupils, parents, clients and the wider school community. 
· Able to work under pressure and meet deadlines
· Flexible and adaptive to priorities as they arise
· Ability to think laterally and find creative solutions to problems
· Self-motivated and resilient
· Passion for customer service
	· Interest in health, fitness and wellbeing





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.
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