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	Role Profile


Job Description

Post:
Summit Assistant Manager Responsible To:
General Manager 

Grade:
SCP 36 – SCP 45

Hours of Work:
37 hours per week.  Evening and weekend work is part of the requirements of this post.

Work Location:
Selby Leisure Village (Summit).  The post holder may be required to work at any other base as and when needed.


Job Purpose
To support with the commercial management of the leisure contract. To achieve this through ensuring the delivery of excellent service within its leisure activities and food & beverage department, achievement of financial targets, and development of business opportunities and its colleagues. To be accountable for specific responsibilities as agreed with the General Manager that support achievement of departmental targets and objectives.

To be a member of The Summit Assistant Management rota with building-wide responsibilities, on a rota basis.

Key Accountabilities: (the duties and tasks outlined are not intended to be exhaustive and other duties may be required from time to time):
KEY TASKS – DUTIES AND RESPONSIBILITIES
In liaison with the General Manager, define and set overall aims and objectives for your specific department, specifically related to the points detailed below:

(a) Financial Control

(b) Human Resources & Training

(c) Product Development

(d) Quality Control/Guest Care

(e) Legal, Health & Safety

(f) General Management

(g) Delivering excellent service

Financial Control
1. In liaison with the General Manager, set departmental budgets for all resources, i.e. revenue, personnel and operational costs.

2. Monitor closely the performance of the department in respect of revenues,
expenditure and productive hours and establish action plans to address overall trends.

3. Operating forecasting procedure in relation to budget and actual results.

4. Effectively communicate budget/forecast and actual results to other members of the management team.

5. To drive revenue through effective yield management, ensuring capacity and demand are well managed, systems are in place to measure success, programming of leisure activities and special events provide the best mix and timings appropriate to guest profile and demand.

6. To support the co-ordination of the Summit marketing plan and liaise with the marketing team to proactively develop and capitalise on any income sales opportunities and priorities.

7. To be able to use the leisure booking systems to determine good working practices for cash security. To be able to manage the systems to ensure that consistency is maintained where generic activities and financial reporting are required. To be able to utilise the system to provide financial analysis for company specific needs to help drive sales.

8. Participate in end of period financial reviews with the General Manager.

9. Ensure that staff are aware of, fully trained in and adhere to, the company cash handling procedures.

Human Resources
1. Liaising with the HR Department/General Manager, interview and select staff to meet staffing needs, organise staff rotas to ensure maximum use of resources to provide the highest quality service.

2. Maintain accurate recording systems for all staff as per company requirements, e.g. attendance records, holidays, rotas.

3. Prepare, plan and implement annual plans for training and development of all employees within the department.

4. Ensure training records are in operation and completed in line with company procedures.

5. To undertake ongoing training as required in order to maintain the highest level of operational efficiency and competency relating to the job role.

6. Conduct and monitor staff appraisals within the department to meet objectives and review performance.

7. Be fully aware of the company disciplinary and grievance procedures, liaising with the HR Department/General Manager on policy matters.

8. To promote Inspiring healthy lifestyles Equality and Diversity Policy in terms of employment and service delivery.

9. Actively promote and ensure compliance of all staff under his/her responsibility to company standards of personal presentation and manner/good guest care at all times.

Product Development
1. Maintain an awareness of the leisure industry in relation to new products, activities and trends etc. to ensure further development of the Summit facility.

2. Promote the Summit services and events through the various media available, e.g. In- House marketing, company website & posters, etc.

3. Ensure all duties – safety checks are carried out as required, including ordering of stocks and supplies in line with departmental SOP manuals and company procedures.

4. Encourage and evaluate proposals by others to improve and develop the operation.

5. Ensure self and team are fully conversant with Summit activities and services and to be knowledgeable on all products that Inspiring healthy lifestyles offer and have the ability to upsell at every opportunity.

Quality Control/Guest Care
1. Ensure that all staff maintain standards and quality of activities and services, utilising products and equipment correctly to provide maximum safety to guests and staff at all times.

2. Ensure all materials and equipment are in safe working order through observation and regular checks in line with the departmental Standard Operating Procedure manual and that any defects are reported immediately to appropriate department.

3. Ensure all areas are maintained to the standards set out in the Company Standards Manuals.

4. Monitor and respond to guest satisfaction levels as highlighted on guest questionnaires, surveys, letters and incident reports.

5. Deal with guest complaints as set out within the company policy and carry out training where required to alleviate reoccurrence.

6. Provide the highest level of guest care by ensuring that all staff perform their duties to optimum efficiency, briefing regularly on matters relating to the department and company.

7. Present a professional image at all times to guests and staff in manner and appearance.

Legal Health & Safety
1. Maintain full knowledge of, and be able to act upon, the fire procedures as laid down in the company and departmental fire plan.

2. Ensure that self & employees attend all company legal training.

3. Take overall responsibility to ensure all Summit employees are aware of, and conform to, all company health and safety regulations.

4. To carry out patrols both inside and outside the building and report any breaches of conduct/safety to the manager.

5. Ensure the safety and control of customers/users of the facility at all times in accordance with operating procedures and codes of conduct.

6. In conjunction with the management team, ensure regular production, monitoring and compilation of health and safety reports, e.g. hazard reporting, fire, health and safety audits and accident reporting, taking relevant action to rectify as necessary.

7. Be aware of the Emergency Action Procedures and implement as required. Ensure staff are fully trained in this area and monitor.

General Management
1. To ensure effective staff communication i.e.

a. Briefing sessions

b. Team meetings

c. Ensure communication links with all other departments

2. Attend any meetings and briefings as required. Liaise with all other departments and facilities.

3. To provide assistance in the operation of events (both on and off site) as requested by management.

4. Carry out any other duties that may be required by the Company providing adequate training has been given to execute them. These maybe required from time to time or on a permanent basis including undertaking roles or duties within the adjacent Leisure Centre following appropriate training.

General
The above requirements of the job are intended as a basic outline. There will be other tasks related to ensuring customer satisfaction, care and safety, and Summit Assistant Managers will be expected to adopt a flexible and helpful approach.

The postholder is also required to undertake any other duties as and when required by management that are commensurate with the grade and job title of the post.

Performance Measures
	Quality Improvement
	Acknowledging that there is room for improvement and actively looking for ways to do things better

· Open to new ideas

· Suggests new ways of working

· Accepts and embraces change

· Understands the need for continual improvement

· Seeks to improve services and customer experience

	Improving own Learning and Performance
	Taking responsibility for individual performance and development

· Keen to learn new skills

· Eager to attend relevant training courses

· Shows a willingness to develop further

· Developing own knowledge and abilities to improve customer experience

	Customer Service
	Putting the customer at the heart of the job and striving to deliver excellent service to every customer during each encounter

· Communicates well with customers

· Recognises diverse needs

· Acts on feedback from customers

· Ensures the appearance of the centre is safe, clean and welcoming

· Knowledgeable on all activities/products and provide correct information to customers

	Working with others
	Contributing to the work of the team and demonstrating consideration of others at all times

· Supports other members of the team

· Active team member when meeting priorities and deadlines

· Appreciates the support of others

	Communication
	Sharing appropriate information with customers, colleagues and management

	Equality and Diversity
	Treating everyone with dignity and respect, encouraging access to services for all


	
	· Demonstrates commitment to equality and diversity

· Applies to both staff and customers

· Challenges inappropriate behaviour

	Health and Safety
	Working safely and efficiently within Inspiring healthy lifestyles policies and procedures

· Demonstrates knowledge of operating procedures for Inspiring healthy lifestyles Leisure Centres

· Demonstrates knowledge of evacuation procedures and fire drills

· Pays attention to new procedures and notices

· Provides input to improve policies and procedures

	Technical competencies
	Maintaining First Aider qualification

	Resource management
	Demonstrating the need to make best possible use of resources


Person Specification:
Summit Assistant Manager AF – Application Form/I – Interview

	Essential/ Desirable
	App Form/ Interview

	Education & Qualifications
	
	

	· Current First Aid Certificate
	E
	AF

	· NVQ Level 2 in Leisure Operations OR BTEC in Leisure/Sports Related Discipline OR significant experience covering the range of duties outlined within this job profile gained by undertaking a Management role
	D
	AF/I

	· GCSE subjects (Grade C and over) OR to be able to pass a numeracy/literacy test OR evidence of completion of Level 2 Functional Skills tests (as part of NVQ)
	E
	AF

	· BTEC First Courses in Leisure

· Intermediate/Basic Food Hygiene Qualification
	D D
	AF AF

	· NVQ level 2
	D
	AF

	Experience Relevant To The Job
	
	

	· Experience of working within a leisure/hospitality environment, to include the following: Supervisory Responsibilities

Delivering customer service Undertaking cleaning duties Preparing facilities for use
	E
	AF/I

	Abilities & Skills
	
	

	· Ability to save lives/administer first aid in accordance with an appropriate qualification
	E
	AF/I


	Essential/ Desirable
	App Form/ Interview

	· Interpersonal skills including friendly, outgoing person who likes to meet different people
	E
	AF/I

	· Excellent team player
	E
	AF/I

	· Ability to carry out different tasks cheerfully and with a positive attitude
	E
	I

	· Able and willing to work when most people are enjoying their leisure time
	E
	I

	· High standards of personal presentation and appearance
	E
	I

	· Excellent communicator
	E
	I

	· Able to anticipate problems and take action to prevent situations escalating
	E
	I

	· Excellent observation skills
	E
	I

	· Quick thinker, able to stay calm in emergency situations
	E
	I

	· Ability to provide a customer orientated service
	E
	AF/I

	· Flexible and helpful
	E
	I

	· Ability to pursue further training opportunities
	D
	I

	Knowledge & Awareness
	
	

	· Knowledge of health and safety and how it relates to the job role
	D
	I

	· An affinity with delivering excellent guest care and an understanding of the needs of customers
Enhanced
· En


	E
E
	I
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