DEANS SPORT AND LEISURE MANAGEMENT COMPANY LIMITED
JOB DESCRIPTION

	POST:
	Senior Duty Manager
	GRADE:
	Deans Pay Scale points 15 - 18

	
	
	
	

	POST NUMBER:
	DP0002P 
	DATE:
	July 2017

	
	
	
	


RESPONSIBLE TO:
  Managing Director (International 

  and Commercial) 
_____________________________________________________________

PRIMARY FUNCTION OF POST: 


To be the Senior Duty Manager taking overall responsibility for the operational management of the Deans Sports and Leisure Centre.  
To ensure that the Centre primarily serves the Lincoln College curriculum through the academic year and meets the needs of the paying public outside normal college hours and in non-term time.
To market the facility, manage the staff and deal with the technical aspects of fitness provision and health and safety.  The Senior Duty Manager is accountable for the overall profitability of the centre including its financial performance.

To ensure effective, regular liaison with other college service units i.e. Facilities, Catering, Student Services and Marketing to ensure the smooth running of the Centre.

RESPONSIBLE FOR:

Customer

1. Leading a customer focused service in order to attract and retain new clients providing a world class experience including;

· Regularly liaising with all clubs, schools and user groups to ensure the smooth running of the Centre; 

· Developing an effective programme that reflects the needs of the local demographic market, also with consideration of the College’s mission, vision and values;

· Supporting local clubs and users in the provision of local, regional and sub-regional special events;

· The handling of complaints and incidents (e.g. accidents and emergencies, theft);
· Supporting and developing local partnerships using the Centre as the partnership enabler to achieve the college’s community related strategic aim.

2. Providing regular feedback to the Managing Board on membership and member retention levels. 

3. Ensuring that the standards of cleanliness throughout the buildings and the chemical treatment, filtration of the water and environmental conditions are maintained at a high standard.

4. Providing a service to the College’s internal customers and external stakeholders that supports growth, efficiency and the maintenance of outstanding performance.

Finance

5. To agree, monitor and ensure the achievement of financial targets in line with the Business Plan, including;

· Regularly monitoring and reviewing the Centre Budget presenting performance to Managing Director (International and Commercial);
· Setting business targets, analysing sales figures and controlling expenditure in line with Centre budgets;

· Monitoring, maintaining and evaluating all Centre activities and services, and provide a monthly management report to the Managing Board on usage, income and other relevant issues, including trading accounts.

6. Ensure that all procedures relating to the receipt, security and submission of monies and goods received are strictly and promptly adhered to and that all returns and records and other statistical information are accurate. 

7. Processing time sheets and invoices for payment within the required timeframe. 

8. Maximising the efficiency and use of the leisure/fitness facilities by exploring new development opportunities.

Internal Process

9. Ensuring the control of stocks of all consumable items, ordering replenishment stock when necessary and maintaining appropriate records including the annual maintenance of an inventory of all equipment. 
10. Ensuring that the Centre operates in accordance with the Deans Sport and Leisure Management Company Limited policies relating to Customer Care and Equality and Diversity including;

· Carrying out all duties with regard to their health and safety implications, crime and disorder implications, data protection implications, and their impact upon sustainability and inclusion;

· To be responsible for safeguarding and promoting the welfare of children and vulnerable adults wherever applicable within the role of Senior Duty Manager.

11. Carrying out all duties with regard to the Deans Sport and Leisure Management Company Limited aims and objectives and performance management targets. 

12. Regularly reviewing all internal processes in order to reduce inefficiencies and waste.

13. Providing a level of supervision and support, that enables the staff to maximise the efficiency and potential of the Centre.

14. Managing and promoting both sporting and non-sporting special events including college open days.

Learning and Growth 

15. Ensuring regular staff training takes place to ensure that all employees remain completely familiar with the rescue and emergency procedures and the use of all safety equipment.  Including;

· Maintaining records of all training and qualifications held;

· Ensuring that all new employees complete and fully understand the Corporate and Departmental induction policies;

· Annual appraisal of staff through the use of the Corporate Procedure;
· Producing a staff development programme which enables the Centre to provide an activity programme that reflects and capitalises on current trends.



16. Develop and deliver an Annual Action/Business Plan and Marketing Strategy and provide regular feedback to the Managing Board on the future development of the Centre.

NB:  This is not a complete statement of all duties and responsibilities of this post.  The postholder may be required to carry out other lawful and reasonable duties as directed by a supervising manager.

DEANS SPORT AND LEISURE MANAGEMENT COMPANY LIMITED

PERSON SPECIFICATION FORM

	Post Title:
	Senior Duty Manager
	Grade:
	Deans Pay Scale points 15 - 18

	
	
	
	

	Post No:
	DP0002P
	Date:
	July 2017 

	
	
	
	


	No.
	Requirement


	
	Proposed

Selection

Method *

	
	Knowledge
	
	

	1
	Degree or HND in Sport, Leisure or Recreational Management or other business/sport related subjects 
	
	A/I

	2
	Fitness Instruction/Sports Coaching qualifications recognised by the Register of Exercise Professionals (REPs)
	
	A/I

	
	Skills/Abilities – Interpersonal
	
	

	3
	Excellent interpersonal, time management and organisation skills
	
	A/I

	4
	The ability to lead and motivate a team
	
	A/I

	5
	Business acumen, creative thinking and problem solving 
	
	A/I

	6
	Proven ability to deliver a high level of customer care
	
	A/I

	7
	Proven ability to work in a non discriminatory manner and the ability to accommodate the requirements of customers from all age groups and sectors of society
	
	A/I

	
	Experience
	
	

	8
	Relevant previous managerial experience in a Fitness or Leisure Centre
	
	A/I

	9

	Relevant previous Marketing/Events experience
	
	A/I

	10
	Relevant previous Sales/Finance experience
	
	A/I

	
	Work Related Circumstances
	
	

	11
	The ability and willingness to undertake relevant staff development
	
	A/I

	12
	The ability and willingness to travel 
	
	A/I

	
	Skills/Abilities – Other
	
	

	13

14
	Flexibility and the ability to work evenings/weekends

Appropriate level of IT skills to undertake relevant duties
	

	A/I

A/I

	15
	An understanding of the responsibility for safeguarding and promoting the welfare of children and vulnerable adults wherever applicable
	
	A/I

	Prepared By:

Designation:
	James Foster
Managing Director (International and Commercial) 
	Date: July 2017

	* A = Application Form


I = Interview



T = Test


