FLECKNEY PARISH COUNCIL
Facilities Manager/Sports Development Officer

Job Description
Job Title:

 Facilities Manager/Sports Development Officer

Accountable to:
Clerk to the Council

Location:
Sports Centre, Fleckney, Leicestershire, 
LE8 8BG.
Purpose of Job/Key Objectives

The Facilities Manager/Sport Development Officer’s role is to manage the Sports Centre, Floodlit Multi Use Games Area and outdoor sports facilities and recreation areas on a day to day basis to ensure that all activities are delivered to a high standard. In addition, the role holder should develop and promote a co-ordinated programme of progressive sport and physical activity to provide opportunities for all members of the community to participate.

Success in this role is dependent on the following three principal requirements of the role:
· To prepare, implement and manage a sports development plan designed to increase access, participation and inclusion in order to actively promote increased opportunities for all members of the community to participate in sport and physical activity.

· Ensure that facilities are available for use in accordance with the programme of usage and staff are deployed appropriately.

· Take an active role in the current project to design and build a new sport centre. Your contribution should steer the project to deliver facilities that meet the requirements of the points above.
Other responsibilities:

 Facilities Manager

· Inspect and monitor the facilities on a regular basis and respond and take any necessary action in respect of any issues identified.
· Supervise, lead, direct and motivate staff to ensure a quality service delivery.
· Provide information, instruction, induction and training to staff to ensure they fulfil their roles in an efficient and safe manner.
· Supervise and manage as required casual workers and volunteers.
· Control and manage events such as accidents and emergencies.
· Set up and take down facilities for Sports Centre users.
· Manage bookings and receive payments/raise accounts.
· Undertake cash and transaction reconciliation and ensure cash security is maintained and financial procedures are complied with.
· Manage the repair and maintenance of facilities as required and in accordance with agreed programmes of work.
· Obtain tenders/quotations from contractors for new facilities/maintenance works as required.
· Ensure, under the direction of the Clerk to the Council, that the Council’s obligations relating to Health and Safety and risk assessments are fully met. 
· Maintain accurate budgetary information and efficient administrative systems.
· Attend training sessions in order to demonstrate competency and maintain a valid qualification.
· Prepare and present reports and attend meetings.
· Prepare and make funding applications to relevant bodies.
· To undertake such other duties relating to the post as directed by the Clerk to the Council or the Parish Council.

  Sports Development Officer

· To undertake outreach work with outside organisations, individuals and groups in order to establish relationships with prospective participants.
· To organise and develop a coordinated programme of opportunities ranging from sports specific coaching courses and after school sessions to multi activity sports schemes and competitions.
· To support the development of and assist in the promotion of sports clubs and other groups utilising the facilities.
· To prepare and make funding applications to relevant bodies.
· To liaise with external agencies to encourage participation in sport and physical activities to ensure a coordinated approach to the development of sustainable programmes.
· The introduction and development of new sport, physical activities and health initiatives.
· To conduct market research with both users and non users of the facilities.
· To undertake such other duties relating to the post as directed by the Clerk to the Council or the Parish Council.
Person Specification

	  Qualification Level:
	Essential
	Desirable
	Method of Assessment

	· Qualified within a sporting/leisure field (ideally at Degree level).                                                  
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	Application

	·  Able to demonstrate and evidence appropriate knowledge, experience and background in sports facility management and/or sports development/management.
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	Application/
Interview

	  Experience:
	
	
	

	· Experience of managing facilities in a sporting/leisure environment.
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	Application/

interview

	· Working knowledge of Health and Safety at Work legislation and its practical application.
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	Application/

interview

	· Knowledge of administrative/financial procedures and budgetary controls.
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	Application/

interview

	· Experience of working with and/or implementing development plans preferably in a sporting leisure environment
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	Application

	· Experience of involvement in delivering a major project.
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	· First Aid certification.
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	Application

	  Skills:
	
	
	

	· Knowledge of recreation, leisure and/or sporting industries.
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	Application/

interview

	· Knowledge of relevant Health and Safety legislation.
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	Application/

interview

	· Planning and administrative skills.
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	Application/

interview

	· Customer care skills.
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	Application

/interview

	· Problem solving.
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	Application/

interview

	· Staff management skills.
	[image: image14.png]



	
	Application/

interview

	· Report writing and presentation of written material.
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	Application

	· Funding application and bid writing.
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	Application

	  Personal Attributes:
	
	
	

	· A team player with effective communication and interpersonal skills.
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	Application/

interview

	· Drive, ambition and a desire to succeed.
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	Application/

interview

	· Maturity and calmness under pressure.
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	Application/

interview

	· High personal integrity and motivation.
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	Application/

interview

	· An open, honest and outgoing personality.
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	Application/

interview

	Circumstances:
	
	
	

	· Able to work on a flexible basis and at weekends if required. 
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	Application/

interview

	· Have own transport and be able to travel independently around the local area    and the County.
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	Application/

interview
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