DEANS SPORT AND LEISURE MANAGEMENT COMPANY LIMITED

JOB DESCRIPTION    

	POST:
	Duty Manager Health & Fitness
	GRADE:
	Deans Scale, points 10-12

	
	
	
	

	POST NUMBER:
	DP0008P
	DATE:
	October 2017

	
	
	
	


RESPONSIBLE TO:
   Senior Duty Manager 

_____________________________________________________________

PRIMARY FUNCTION OF POST: 


To undertake duties to promote the efficient and effective operation of the centre to ensure the highest possible standards of health & safety and customer care within the centre. 
You will oversee the enjoyment of everybody using the fitness and health facilities, promoting excellent customer service and motivating people to enjoy exercise. Take responsibility for all aspects of the daily operation of the fitness facility and adhere to all operational and sales procedures.

As a Duty Manager, you will be ‘hands-on’, completing tasks as required, leading by example, and delegating when appropriate. The successful candidate will be responsible for day to day operation of the centre including health and safety, customer care, financial procedures, leading and managing the recreation staff working. 
Principal Duties and Responsibilities:

1. To assist in the management of the Deans Sport and Leisure operational systems and procedures.

2. To ensure the provision of a clean, high quality facility, undertaking maintenance and cleaning duties as required

3. To ensure that the appropriate financial systems and procedures are implemented and to be responsible and accountable for cash handling on a day to day basis.

4. To act as a main key holder for the centre and be responsible for opening and closing of the building and emergency call-outs.
5. To set up and take down equipment as required
6. To act as a duty first aider.
7. To liaise with other colleagues to fulfil the task of the role and maintain high levels of usage in all areas of the facility. To monitor and implement systems to maximise the use of the facility.
8. To coach and teach as required, and generally assist with the running of events.

9. To assist in the marketing and publicity of all activities and events. 

10. To attend open days and external events promoting the facility and its services.
11. Responsible for attracting new clubs to use the facilities to increase usage and profitability.
12. Develop existing programmes of activity and identify and assess the feasibility of new opportunities to incorporate all of the centres activities. 
13. To accept responsibility for the implementation of the College’s Equal Opportunities policy throughout all personal contacts in the College and within this area of responsibility.

14. To maintain professional standards and expertise by undertaking relevant professional development.

15. To develop and maintain quality standards appropriate to the post.

16. To conform with the Health and Safety requirements relevant to the post.

17. To be responsible for the safeguarding and promoting the welfare of children wherever applicable within the role of Duty Manager.

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.

PERSON SPECIFICATION FORM

	Post Title:
	Duty Manager: Health and Fitness
	Grade:
	Deans Scale, points 10-12

	
	
	
	

	Post No:
	DP0008P
	Date:
	October 2017


	No.
	Requirement


	
	Proposed

Selection

Method *

	
	Knowledge
	
	

	1
	Minimum of Level 2 Fitness Instructor qualification or equivalent 
	
	A/I

	2
	First Aid at Work Qualification
	
	A/I

	3
	Understanding of health and safety within a leisure facility
	
	

	
	
	
	

	
	Skills/Abilities – Interpersonal
	
	

	4
	The ability to work in a non discriminatory manner.
	
	A/I

	5
	Excellent customer service skills
	
	A/I

	6
	Ability to use own initiative
	
	A/I

	7
	Excellent communication and written skills
	
	A/I

	8
	The ability to lead a team
	
	A/I

	
	
	
	I

	
	Experience
	
	

	9
	Management experience in a sport and leisure facility
	
	A/I

	10
	Experience of marketing and promotion of events
	
	A/I

	
	
	
	

	
	Work Related Circumstances
	
	

	11
	Experience of rapport building with internal and external stakeholders 
	
	A/I

	12
	Ability to increase the centre’s profitability and usage
	
	A/I/P

	13
14
	Ability to work on a shift based system including evenings and weekends
Ability and willingness to set up and take down equipment as and when required
	
	A/I
A/I

	
	
	
	

	
	Skills/Abilities – Other
	
	

	15
	Appropriate level of IT skills to undertake relevant duties, i.e. Word and Powerpoint or the willingness and ability to undertake relevant training
	
	A/I

	16
	Use of a computerised booking system including the production of reports
	
	A/I

	17
	Responsibility for safeguarding and promoting the welfare of children wherever applicable
	
	A/I

	Prepared By:

Designation:
	Mari Fenton
Senior Duty Manager  
	Date: October 2017

	* A = Application Form


I = Interview



P = Presentation

	
	
	

	


