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JOB DESCRIPTION
	Job Title:
	DUTY MANAGER


	Job Reference No:
	L1526
Closing Date: Wednesday 13 May2015


	Location:
	Middleton Arena, LCpl Joel Halliwell VC Way, Middleton, Manchester, M24 1AG


	Grade / Band:
	Band 4, Steps 12-16
Salary £20,400 - £23,945pa 


	Hours of Duty: 
	37 hours per week

Includes days, evenings and weekends. Post-holders will be required, with reasonable notice, to change shifts as and when required to meet business needs.

	Accountable to:
	Community Facility Manager


	Accountable for:


	Duty Officers, Swimming Instructors, Attendants, Fitness Consultants and other operational staff and other Instructors as applicable.



	Any Special Conditions: 
	Evening and weekend working will be required as directed by the service. This may also include providing these services at any other Link4Life facility should it be deemed necessary.

Link4Life and its partners at RMBC work within national guidelines and legislation. There is no provision for smoking.


PURPOSE AND OBJECTIVES OF THE JOB
To be responsible for the day-to-day management and operation of the facility
To be responsible to the relevant staff
To provide support and assistance to the Community Facility Manager as appropriate and to deputise for the Community Facility Manager in their absence
This may also include occasionally providing theses services at any other Link4Life facility should it be deemed necessary
To achieve key performance targets as agreed, within key business drivers
Control of Resources
All relevant personnel

Relationships

Internal
Including Staff and senior managers within Link4Life, Rochdale Boroughwide Cultural Trust, Members of the Cultural Trust Management Board

External
Including Township Committees and Working Parties, Head Teachers, 



Trades Unions, Elected Members, External Audit, Trades Union Officials, 



Customers (in 
relation to complaints, queries and enquiries), Sports Council, 


National Advisory Bodies, National Governing Bodies of Sports, Outside 



contractors Sports clubs and other relevant bodies and voluntary 




organisations, 
Health Promotion Officers

Financial
Responsible for all cash and reconciliation in line with trust financial system and to ensure that financial targets are met, including assisting in the monitoring and control of expenditure and income and maintenance of cash systems in accordance with the approved Financial Regulations and Procedures of the Company and report to the Community Facility Manager any major areas of concerns 

Buildings/Equipment/Materials

Responsible for the maintenance and safe operation of plant, equipment and buildings

Responsible for the stock of goods held in store, vending and catering stock, cleaning materials, chemicals, sports equipment and including all Arena equipment

Responsible for keys to buildings, safe and setting of alarms

Responsible for the day-to-day maintenance of the building

Health / Safety / Welfare

The postholder is responsible for the health, safety, and welfare of himself / herself and other persons who may be affected by his / her actions or omissions whilst at work.  Additionally, he / she is responsible for maintaining and implementing the requirements of the Health and Safety at Work Act and for the execution of any duties and responsibilities attached to the post within the Company’s Health & Safety Policy and Procedures.

Equality & Diversity

At all times to work in accordance with the Company’s Policy relating to the promotion of equality and diversity and to ensure that these are effectively and pro-actively applied in the delivery of all facilities and services within the postholder’s remit.

Training and Development

The post holder will be responsible for assisting in the identification and undertaking of his / her own training and development requirements in accordance with the Company’s Employee Development Scheme. 

Data Quality

To ensure that the Company’s policy and procedures in respect of Data Quality is adhered to consistently and at all times in respect of any data collected or used in the planning and delivery of services.

Performance Management

To promote and practice a performance management culture within all facilities and services within the postholder’s remit, including the setting of team and individual performance targets and the implementation of robust monitoring, evaluation and reporting systems.

PRINCIPAL DUTIES
Human Resources 

1. To maintain regular and effective communication with team members by holding regular  team briefing sessions 

2. To undertake one to ones and employee personal development in line with the company’s policies and procedures

3. To maintain discipline accordance with the company’s disciplinary procedure and monitor, record and initiate (where necessary) the Trust competency procedure
4. Assist with the induction of new employees.

5. Organise regular training programmes for Lifeguard qualified members of staff and ensure lifeguards carry out their duties in accordance with the NOP / EAP.

6. Monitor and record all training for lifeguard-qualified members of staff in accordance with RLSS standards and guidelines
7. Assist as necessary with staff training and development, including assessing training needs and developing appropriate programmes and maintain relevant training standards and records including Sales Cycle Training.
8. Ensure that all staff delivers high levels of Customer Care at all times.
9. Liaise with the relevant personnel to ensure that the aims and objectives of the service plan are met.
10. To cover as necessary and appropriately in the absence of staff.
Operations

1. Liaise as appropriate with various national governing bodies/ partners with a view to developing business.
2. Assist in the implementation of continuous improvements and subsequent inspections for quality assurance.

3. Supervise, monitor and evaluate the programme and delivery of all activities and ensure a balanced programme of events.
4. To ensure the operational requirements are met during events and entertainment, assist the Events and Entertainments manager in production of pre event and event plans.
5. To assist the Community Facility Manager in the product of sales activity plan in order to generate quality leads

6. To undertake facility tours to all prospective members.
7. To develop and assist in the development of a range of activities, events and competitions to stimulate and maintain members interest in the facility.

8. Organise the provision of aqua-aerobics and other similar oriented programmes.
9. Ensure that the activities present a positive and professional image of the facility.

10. Market the programme as required in liaison with appropriate officers.
11. Liaise with Head teachers on school provision and service level agreements.
12. Contribute to the planning and ongoing development of the programme of activities in accordance with agreed policies and objectives.

13. The preparation of relevant reports as requested and the maintenance of records and notes as required.
14. To authorise daily income returns and have responsibility far all cash handling ensuring compliance with cash handling and banking procedures and the completion of documentation.
15. To assist the Community Facility Manager in the preparation of income and expenditure targets.
H&S
1. To ensure high standards of cleanliness and hygiene are maintained and adhered to within the facility in accordance with the operational policies and procedures and that staff adhere to all in-house cleaning and health and safety  policies using the appropriate equipment and chemicals in accordance with COSHH and standard operating procedures.
2. To ensure implementations of all fire prevention procedures and that fire evacuation procedures are followed at all times in accordance with Emergency Action Plan.
3. To comply with all statutory Health and Safety legislation and to be aware of Health and Safety Procedures, as laid down in the Health and Safety Policy and to abide by the same.

4. Ensure compliance with relevant Health and Safety laws and guidelines.
5. To be responsible for the smooth operating, cleanliness and safety of the facility.
Customer Service

1. To embrace and ensure the ethics of customer service and standards are adopted by all staff.

2. Maintain liaison with customers as required for details of programmes offered.
3. To wear correct uniform that complies with company dress code. To ensure a high level of conduct and appearance is adhered too.

4. To respond, if available, to requests made outside normal working hours to attend in the event of for example break-ins or vandalism

5. To ensure that thorough daily, weekly and monthly maintenance inspections are carried out in accordance with operational procedures and policies and that faulty or defective equipment is reported immediately.
Secondary Duties
1. To undertake other such duties and responsibilities of an equivalent nature as maybe determined by the Managing Director of the Trust from time to time in consultation with the post holder and, if he/she wishes, with the relevant Trade Union Representative.
2. To participate in any training initiatives, as trainer or trainer/assessor, in relation to the duties of the post
3. To work at other venues as required to which advance notice and training will be provided.
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PERSON SPECIFICATION
POST: Duty Manager





SERVICE: Cultural Trust



       BAND: 4
Note to Applicants:
The Essential Criteria are the qualifications, experience, skills or knowledge you MUST SHOW YOU HAVE to be considered for the job. 

The Desirable Criteria are used to help decide between candidates who meet ALL the Essential Criteria.

The How Identified column shows how the Council will obtain the necessary information about you.

If the How Identified column says the Application Form next to an Essential Criteria or a Desirable Criteria, you MUST include in your application enough information to show how you meet these criteria. You should use examples from your paid or voluntary work.

	ESSENTIAL CRITERIA
	HOW IDENTIFIED
	DESIRABLE CRITERIA
	HOW IDENTIFIED

	(a) Qualification and Experience

	Have or working towards a relevant qualification in Leisure Management or Event Management qualification
	Application Form (documentary evidence of qualifications will be required at interview)
	
	Application Form (documentary evidence of qualifications will be required at interview)

	Have or  working towards a RLSS National Pool Lifeguard Qualification (7th Edition) and/or ABTT Silver Award Stage Technician
	“
	Experience of the operation of Leisure Centres at Supervisory level, NVQ Operations and Development Level 3 or willingness to achieve.
	“

	Management experience of a large multi-use Sport and/or entertainment facility 
	“
	RLSS National Pool Lifeguard Training/Assessor (including Professional Module) or a commitment to achieve
	

	Have or capable of achieving Pool Plant Operators Certificate
	“
	NGB Sports Coaching Qualifications
	

	 Have or capable of achieving a HSE Full First Aid Qualification
	“
	
	

	
	
	Basic Food Hygiene, Personal Alcohol Licence
	

	
	
	Nationally recognised Fitness Qualification.
	

	(b) Skills and Knowledge

	Supervisory skills including day to day instruction, delegation of tasks and discipline
	Application form and interview
	Experience of Quality systems such as Quest, IIP  ISO 9002.
	

	Working knowledge of Health and Safety issues and regulations that apply to swimming pools, leisure facilities, halls, and related facilities.
	“
	Experience of function type operations, such as bar management, catering, stage performances.
	

	Commitment in providing excellence in customer service
	“
	
	

	Commitment to the principle of equal opportunities.
	“
	
	

	Ability to multi-task and experience supervise different areas of operation.
	
	
	

	Experience of Event Management.
	
	
	

	Ability to communicate effectively at all levels verbally and in writing. Good standard or report writing and presentation skills.
	“
	
	

	Good interpersonal skills, both written and oral.
	“
	
	

	Ability to work on own initiative and also as part of a team.
	“
	
	

	Excellent Sales skills and experience of Sales.
	
	
	

	Ability to problem solve and make key decisions under pressure.
	
	
	

	(c) Special Working Conditions

	The post-holder will be required to work flexible hours in accordance with the needs of the service including evenings and weekends.
	“
	
	

	The post-holder will be required to travel within and outside the Borough in the execution of the duties of the post.
	“
	
	


Signed ________________________________________________   Dated _____________________________________________
