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Job Description

Job Title

Recreation Assistant (Sport & Leisure)
Responsible to
Senior Recreation Assistant (Sport & Leisure)

Duty Officer (Sport & Leisure) 
Pools Duty Manager 



Pools Manager

Location
Guildford Spectrum Leisure Complex
Job Purpose



· To support the supervisory team in the effective operation of the Sport & Leisure facilities on a day-to-day basis.   
· To provide the highest standards of customer service and safety at all times in accordance with the policies, procedures and systems.
· To contribute to operating the Sport & Leisure facilities in a professional and business orientated manner, in accordance with the organisations aims and objectives. 

Key Relationships

	· Staff Teams
· Assistant Pools Manager
· External Hirers
	· S&L Supervisor Team
· Pools Manager
· Member & Casual Users


Main Duties

· To supervise the customers in the swimming pool and all other areas of the Sport & Leisure facility, ensuring their safety and discipline and carry out pool supervision duties and all other duties in accordance with Operating Documents (OD’s) and take action in accordance with Emergency Action Procedures (EAP’s). 

· Undertake rigging & de-rigging of equipment in all areas of the Sport & leisure facility in accordance with booking arrangements, ensuring activities start promptly and that equipment is set up and taken down and stored safely and correctly when no longer required for use.  

· To ensure that all equipment within the facility is maintained to safe and usable standard to ensure provision of programmes at all times.

· Ensure that customer comments and complaints are handled professionally, with issues being referred as and when necessary, to a more appropriate staff member. 

· To ensure customers are provided with a safe environment carrying out duties and comply with all safe systems of work, as defined in the Operating Documents (OD’s). 

· Administer first aid to customers and staff competently and within levels of own ability, summoning assistance from the duty supervisor where appropriate. 

· To maintain high levels of hygiene and cleanliness throughout the Sport & Leisure facilities through the undertaking of both pro-active and re-active cleaning tasks, ensuring that appropriate Quality Records (QR’s) are maintained of tasks completed. 

· To cover as appropriate and in accordance to training and experience, other areas of the facility operation such as, Crèche Assistant, Soft Play Assistant, Children’s Birthday Party Host and a teaching/coaching role.

· Following the completion of appropriate training and assessment, undertake the role of mentor to new staff as they complete their induction period as well for work experience/placement students during their allocated time within the Sport & Leisure facilities. 
· Following the satisfactory completion of appropriate training, provide cover where required as Shift Leader, taking on the day-to-day roles and responsibilities of this position.  
General

· To fully participate in two annual staff performance review processes and producing personal development/training plans for all staff. 
· Undertake training as necessary in line with the development of the post and agreed with line manager.

· Occasionally, training or meetings are organized outside normal working hours. The post holder will be expected to attend whenever reasonably practicable.

· To achieve and demonstrate agreed standards of personal and professional development within agreed timescales.

· To contribute positively to the effectiveness and efficiency of the teams in which he / she works.

· To undertake any other duties at the request of the line manager or executive director team which are commensurate with the role, including project work, internal job rotation and absence cover.

· This Job Description is current as at the date shown below. In consultation with you, it is liable to variation by Management to reflect or anticipate changes in or to the job.
· We believe that our community vision starts with our staff and permeates through all our business, so we recognize the need to always protect the image and reputation of Freedom Leisure. It is therefore a condition of employment that all our employees uphold our beliefs by positively promoting and representing Freedom Leisure.

Special Conditions

· When essential maintenance work is being carried out in the centre, the post holder may be asked to take either paid annual leave (if the post holder has this) or unpaid leave whilst the work is carried out. Maximum practical notice will be given in all cases. 

Post-holder Name………………………………………………………….

Post-holder Signature…………………………………………. Date……………………


Person Specification

Recreation Assistant (Sport & Leisure) – Guildford Spectrum
	
	
	Essential
	Desirable
	Evidenced by

	A
	Qualifications
	
	
	

	
	National Pool Lifeguard Qualification
NVQ Level 2 – Operational Services*
First Aid at Work Certificate (3-Day)
Coaching Qualification
	x

x
	x
x
	A/I
A/I

A/I
A/I

	B
	Experience
	
	
	

	
	Previous leisure industry experience
Lifeguarding experience
Good awareness of Health & Safety issues
Teaching/Coaching experience
	
	x
x

x
x 
	A/I
A/I
A/I/T
A/I

	C
	Knowledge, Skills, Competencies
	
	
	

	
	The skill to establish key customer relationships swiftly and appropriately.
An ability to analyse problems, situations and information, think laterally take decisive action. 
Good communication skills
Time management and ability to prioritise tasks. 
	x

x
  
	x

x
	A/I
A/I/T
A/I/T
A/I/T



	D
	Personal Attributes
	
	
	

	
	Hard working positive and focused on delivery a high standard of service
Team orientated approach, able to work across organization boundaries and demonstrate interest and be supportive of the work of colleagues

Assertive and use of initiative

Outgoing personality with a ‘can do’ attitude
Flexible and adaptable to work early mornings, evenings, weekends and bank holidays 
	x

x
x
x

x
	
	A/I
A/I

I

I

A/I



	E
	Special Requirements
	
	
	

	
	Swimming ability and appropriate level of fitness required to maintain the National Pool Lifeguard Qualification. 
	x
	
	T


