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Job Description: 
Purpose

Nobel Sports Centre provides sports and health and fitness activities to pupils, staff and the wider community. The purpose of this post is to ensure the varied activities which are held within the centre run smoothly and effectively for all of the users. The successful candidate will be responsible for making sure the Sports Centre is always a clean and safe environment for all users. It is anticipated that the content of the role will evolve and change over time and as such the balance of duties within the job description may change within the broad remit of the post.  

This job description sets out the main duties of the post at the date when it was completed although it does not include or define all tasks which the post holder may be expected to carry out. The duties may vary from time to time without changing the nature of the post or the level of responsibility and the post holder may also be required to carry out any other duties appropriate to the grading of the post.

SHARED RESPONSIBILITES AS A MEMBER OF THE LETTINGS TEAM

· Reporting to the Lettings Manager, you will be designated to carry out various tasks both on a regular and as needed basis, to help ensure the smooth running of the Sports Centre and hire facility. 

· Lettings officers will be required to play a full part in shadowing each other’s role so that, in the event of staff absence and at times of pressure, roles can be interchanged flexibly.

· Contribute to the development of administration and other procedures, as directed by the Lettings Manager, that are conducive to efficient and effective operation and supportive of the core purpose of the school.

· Carry out fitness inductions and group training if level 3 fitness or coach qualified – enhanced rate of pay for these activities. 

· Support other members of the team in the fulfillment of their responsibilities.

EQUALITIES

Be aware of and support difference and ensure that the school’s equalities and diversities and diversity policies are followed.

HEALTH AND 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.

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.

ADDITIONAL INFORMATION

The jobholder is required to contribute to and support the overall aims and ethos of the school. All staff are required to participate in training and other learning activities, in performance management and developments as required by the school’s policies and procedures.

Job competency and training needs are assessed and supported through the performance management cycle.

CONDITIONS OF EMPLOYMENT

The Conditions of Employment for support staff are set out in the National Joint Council for Local Government Services National Agreement on Pay and Conditions of Service.

NOTES

This post is a variable hours contract.  The precise times worked are subject to agreement with the Lettings Manager/School Business Manager.


Person Specification: Lettings Duty Officer (bank staff)

	ESSENTIAL
	DESIRABLE

	SKILLS AND ABILITIES

	Good standard of education and good written skills.
	Experience of working in a leisure, fitness or school setting.

	Good problem solving skills.
	

	Good communications skills.
	

	Good organisation skills.
	

	Reliable and efficient.
	

	Works well under pressure.
	

	Able to work as part of a team.
	

	Excellent interpersonal skills, approachable, patient. 
	

	Good time management skills.
	

	Ability to be flexible. 
	

	Good ICT skills.
	

	Willingness to train for Level 2 or Level 3 fitness/coaching qualification.
	Level 2 and/or 3 fitness/coaching qualification 

	Willingness to work at heights.
	

	Ability to lift or carry heavy objects.
	

	Ability to work with a minimum of supervision.
	

	EXPERIENCE & KNOWLEDGE

	Knowledge of health and safety or willingness to attend training.
	

	CHILD PROTECTION

	Is aware of and able to identify safeguarding approaches.
	Has received safeguarding training or is willing to attend training.



