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the heart of Leicestershire



JOB DESCRIPTION and PERSON SPECIFICATION


	Post Title:
	Duty Officer

	Service Area:
	Regulatory & Leisure Services

	Reports to:
	The Operations Manager

	Scale:
	3

	DBS:
	No


	Organisation Structure

· Within Regulatory & Leisure Services.
· Reporting to The Operations Manager

· Responsible for staff working at the Pavilion whilst on Duty & providing a duty of care to all sure start staff.



	Overall Purpose of Service Area
· To enable access to good quality leisure facilities. To provide opportunities to participate in a wide range of cultural & leisure activities that encourage healthier lifestyles and  community wellbeing.
· Deliver a Clean, safe, fun, warm and friendly service which provides quality and value for money.


	Overall Purpose of Job
· To act as the interface between customers and staff to ensure that service delivery and safety meet the required standards as set out in service purpose and The Pavilion Blue print.
· To react rapidly and effectively to any operational or customer satisfaction issues which occur during the hours of business including but not limited to all first aid issues that may arise.



	Guiding Organisational  Principles

· Leading “Brilliantly”

· Being accountable

· Being in the Work

· Doing what matters for the customer

· Doing what matters for staff

· Designing against demand

· Doing Value work 

· Reducing Waste

· Ambition for the Council

· Determination to succeed


	
	Key Roles, Tasks and Responsibilities

	1. 
	Day to day operation of the building, this includes direction of staff whilst on shift and working as part of a team, opening /closing of the building & shift work.

	2. 
	To ensure compliance with Health & Safety blueprint and all other legislative requirements whilst in control of the building.

	3. 
	Support the commercial  team to ensure a quality service delivery to promote the facilities.

	4. 
	Ensure compliance with corporate and statutory legislation.

	5. 
	Ensure levels of customer care meet the highest standards to deliver a consistent and brilliant experience to all users.

	6. 
	Ensure the accurate collection and interpretation of information to support customer satisfaction levels.

	7. 
	To be confident and competent in the reconciliation of tills.

	8. 
	To ensure the activity programme is delivered on time to the convenience of users.

	9. 
	To handle incoming telephone calls and booking requests.

	
	


	
	Behavioural Competencies

	A.
	Manages the job

	B.
	Communicates

	C.
	Provides Leadership

	D.
	Collaborates and works well on there own and in a team

	E.
	Delivers customer focused activities

	F.
	Can manage change

	G.
	Works well under pressure

	H.
	Interpersonal Skills

	I.
	Cash Handling


	Post Characteristics 
	

	Qualifications, essential experience
	Yes

	Politically restricted posts
	No

	DBS Check
	Yes


	
	Health and Safety Responsibilities -

	1. 
	Health and Safety responsibility is inherent in the managerial role and the responsibilities for health and safety are no different from the requirements of other management activities:

To be familiar with and at all times comply with:

· the Council’s general health and safety policy,

· the Council’s specific health & safety policies and procedures as detailed in the Council health and safety policy documents, and

· local department specific health and safety procedures as amended or added to from time to time known as the blueprint.


	2. 
	To be responsible for the effective implementation of the Council’s Health and Safety Policy and procedures within their Services and report any corporate or significant issues to The Pavilion Manager or Director of Place as the lead officer on Corporate Health & Safety at work.

	3. 
	Further Health & Safety information related to this post will form part of your Contract of Employment.


	
	Emergency Planning/Response Responsibilities

	
	To carry out the duties specified in relation to the post in the Emergency Plan, Business Continuity Plans and other associated documents.


	Job Description Details

	Reviewed by:
	Pavilion Manager

	Evaluated:
	HR

	Latest Version Date: 
	3-9-14


PERSON SPECIFICATION
Job Title:

 Duty Officer                        

Date completed:
 Sept 2014
	Criteria
	Essential (E)/

Desirable (D)
	Method of 

Assessment

 (see overleaf)

	Knowledge

Operational Management of a Leisure Facility.

Management information and booking systems.

	E

D


	3,4

3,4



	Skills/Abilities

Communicate effectively both verbally and in writing.

Work as part of a team

Administrative skills, including cash handling

IT Literate in Microsoft Office


	E

E

E

E


	3,4

3,4

3,4

2,3,4

	Experience

Experience of working in a customer focused environment

Experience of delivering projects in a timely and efficient manner.

Experience of booking systems and sales transactions via the internet.


	E

D

D


	3,4

3,4

3,4




	Criteria
	Essential (E)/

Desirable (D)
	Method of Assessment

	Qualifications/Training

Proven experience working in a leisure facility at supervisory level or above

Industry recognised qualifications at NVQ,ISRM or equivalent

First Aid Qualified

Health & Safety Qualification – IOSH, NEBOSH or equivalent.


	E

D

E

D


	3,4

3,4
3,4
3,4

	Other

An interest in Physical Fitness and Sport (although active ability is not required)

Supporting the activities of community and youth 

groups.
Flexibility to work unsociable hours/hours outside of normal office core hours

The Post will be subject to a DBS check as it involves working closely with children and vulnerable groups.
An ability to demonstrate an understanding of Safeguarding principles and able to define the varying kinds of abuse that can be put upon children and Vulnerable adults.
	D

D

E
E

E
	3,4

3,4

3,4

3
3


1. Test after shortlist

2. Application form

3. Probing at interview

4. Documentary evidence
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