10/739



[image: image1.png]x “.

BANBRIDGE




POST INFORMATION

1. POST DETAILS
Job Title:
Recreation Officer  (Fitness & Soft Play)

Department:
Leisure Services 

Reporting to:
Operations Manager Leisure Services 
Based:
Banbridge Leisure Centre (BLC)
Salary:
SCP 32 – 34  £27,052 - £28,636 per annum
Hours:
1,924 annualised hours (average of 37 hours per week).  Regular weekend, public holiday and “on call/key holder response” working will also be required.
A flexible shift rota will be worked to cover from 6.45 am to 11:00pm, based   

on operational requirements.  Working after 11pm will be required      

occasionally.

2. 
JOB PURPOSE
The post holder will, in common with the other three Recreation Officers, take responsibility for the Duty Officer Operation of Banbridge Leisure Centre (BLC), and also take individual responsibility for the creation, approval and execution of improvement plans for defined business areas/processes, to ensure the achievement of performance targets and development of the service to its full potential.
The post holder will have a customer-focused approach at all times to assure the highest standards of quality and service delivery throughout the BLC facility by motivating and managing assigned staff, planning, organising and implementing sound processes.  
The individual roles, and the collective team of four Recreation Officers, must have a primary focus on BLC management for the vast majority of time. There may also be the requirement to be involved with District-wide leisure initiatives ensuring local aims align with regional and national objectives from time to time.  Participation in internal and external committees and working groups and contributing to development of leisure will be a requirement of the job from time to time. Within the definition of the individual’s business area/process, there may be the requirement to include areas of other leisure sites in the improvement plans where this meets with the objectives, priorities and needs of the organisation.
As part of a team of four Recreation Officers the responsibilities are divided into GENERIC RESPONSIBILITIES (common to all Recreation Officers) and INDIVIDUAL RESPONSIBILITIES (where the individual Recreation Officer is responsible for being the co-ordinator of improvement plans for a defined business area/process).  All responsibilities (generic and individual) can be interchangeable e.g. through periods of holiday, short and long term absence etc. and are not exhaustive e.g. they will change, depending on the objectives, priorities and the needs of the organisation.

A flexible shift rota will be worked to cover from 6.45 am to 11:00pm, based on operational requirements.  Regular weekend and Public Holiday, and “on call” working is also required, and is reflected in the grading of the post. Working after 11pm will be required occasionally.
“On call” will be defined as either;

· Response to an emergency situation (including Emergency Rest Centre Action Plan) or;
· Response as a key holder or;
· Response to cover sickness or other unavoidable absence from another Recreation Officer to cover Duty Management Function.

Note: Management of Council events such as Buskfest, Christmas Lights, and St. Patrick’s Day etc. will be the responsibility of the Head of Regeneration. Officers within Leisure Services may be asked to provide support, but only where there will be no detriment to the operation of their facilities/services at their sites.
APPROXIMATELY 75% OF WORKING TIME WILL BE SPENT AS THE ON DUTY RECREATION OFFICER. APPROXIMATELY 25% OF WORKING TIME WILL BE “FLEXIBLE” WHERE ANOTHER RECREATION OFFCIER IS ON DUTY. (Holidays and Off Rota time are not included in Working Time).

3. 
PERSON SPECIFICATION 
        Essential Criteria
Applicants must hold a relevant third level qualification in Leisure Management/Business related discipline and have two years’ supervisory experience in a leisure facility environment.  
Alternatively, applicants who do not hold such a qualification must have a minimum of four years’ experience in a leisure related environment including a minimum of two years’ supervisory experience.
The individual must possess a high customer service ethos and focus, and have the confidence and the ability to deal with the general public with firmness, authority and tact.  The individual must have excellent organisational, verbal and written communication skills and have the ability to lead and manage people. They must work with drive, initiative and enthusiasm at all times. 
Applicants must also have access to a form of transport which will permit them to meet the requirements of the post in full.
         Desirable Criteria 

Additional relevant experience or qualifications in sport/leisure management, first aid, health and safety or physical therapy would be desirable. 
A recognised Fitness Instructor Qualification at Level 2 or above (or equivalent) e.g. Registered Exercise Professional Level 2 or equivalent would be desirable.

A current Exercise Referral Qualification Level 3 (or equivalent) would also be desirable.
Recognised qualifications or experience of Child Care and Child Protection would also be an advantage.
4. MAIN DUTIES

GENERIC RESPONSIBILITIES – Whilst On Duty Or On Call.
Note – There should be one nominated Recreation Officer on duty in BLC at all times. 
There is also one Recreation Officer “on call” for BLC out of hour’s emergencies at all times. (The Technical & Health and Safety Officer or the Area Facilities Officer can also be nominated as the one Recreation Officer on duty or on call as a temporary cover situation). It is the responsibility of all Recreation Officers (and the Technical & Health and Safety Officer and the Area Facilities Officer) to know clearly who the nominated Recreation Officer on duty or on call is at any time. This will involve disciplined communication by all.
As Duty Officer

1. Take responsibility for the supervision of staff, contractors, and patrons ensuring efficient and effective control of the day to day service operations, facilities and equipment of all leisure facilities to provide a quality service. 
2. Ensure the correct and safe day-to-day operation and maintenance of pool plant and machinery.  Responding to all technical requests for attention, (primarily plant and machinery) however and wherever occasioned. Liaise with the Leisure Technical and Safety Officer as appropriate.
3. Co-ordinate, supervise and, where necessary, assist with the correct handling, erection and dismantling of equipment, ensuring all equipment is safely and correctly stored for daily operations and special events, including  meetings, clubs, classes and courses.
4. Adhere to and assist in the implementation of all Health and Safety requirements, policies and procedures, ensuring all activities and staff comply whilst maintaining relevant records, logs and systems.  Co-ordinate emergency evacuation procedures in the event of any alarm (drill or otherwise).

5. Ensure the adherence to Leisurewatch, Vulnerable Adult and Child Protection Procedures, carrying out associated administration at all times.

6. Develop, participate in and complete routine check/control sheets etc. for quality assurance and safety assurance purposes, or purposes related to other initiatives and new systems introduced at BLC.  Supervise and monitor staff compliance to associated procedures and practices. 

7. Provide and instill a customer care ethos by continued and constant liaison with customers, using initiative to deal with all queries, complaints, incidents/accidents and complete associated administration.
8. Assist in the proactive and reactive monitoring of Building Energy Management Systems (B.E.M.S) and record and report all maintenance issues through the use of the computerised Te-Care system.
9. Operate the administration of the Council’s Community mini-bus fleet.

10. When required, carry out Reception duties, operating and updating computerised Front Desk Management and back office booking system.  Oversee the reconciliation and securing of monies, lodgements and maintenance of financial records in accordance with cash handling and financial procedures. 

As Part of The Recreation Officer Team for BLC
11. Plan work schedules, prepare staff rotas, and approve annual leave requests, absence management and time sheets for staff within BLC.
12. Assist in the operational management of all leisure facilities including proactive and reactive maintenance and repair, facility inspections, procedures, booking management, programming and procurement.    
13. Assist with the development, co-ordination and supervision of all health and fitness initiatives, seasonal and centre activities, fitness classes, and bookings for all facilities.  Encouraging the involvement of schools, community and minority groups is also important.
14. Contribute to the strategic development and implementation of initiatives, policies and procedures ensuring appropriate training is provided, as required.  Participate in internal, regional and national forums, meetings, committees and working groups and develop partnerships as requested, working in liaison with the Council’s Sports Development Officer as appropriate.
15. Operate as key holder for BLC (and other sites if covering for Area Facilities Officer), responsible for opening and securing BLC as well as relevant internal and external key-holding including availability for emergency call outs for BLC.
16. Prepare and produce all necessary reports, records and information as requested by Senior Officers.
17. Participate in Council recruitment and selection panels as and when required.

18. Undertake such other duties and/or shifts as may be required and participation in interchange of duties to cover for periods of absence, such as pool, fitness suite, coaching classes, reception and events in the leisure centre and all other recreation facilities during and outside of normal working hours as and when required. 
19. Take responsibility for work experience placements, induction training and all associated correspondence to schools and colleges.
20. Provide cover for the Area Facilities Officer as and when required.

INDIVIDUAL RESPONSIBILITIES
21. Take individual responsibility for the creation, approval and execution of improvement 
      plans for the defined business areas/processes at BLC as identified/specified below:-
· Fitness Suite Area at BLC - develop and deliver best practice health and fitness operations and programmes at BLC, providing advice where necessary to the Area Facilities Officer to allow best practice to be replicated across the District.
· Soft Play Area at BLC - develop and deliver best practice Soft Play operations and programmes at BLC, providing advice where necessary to the Area Facilities Officer to allow best practice to be replicated across the District.
· Fitness Suite/Soft Play equipment, processes and Normal Operating Procedures at BLC - ensure compliance with QUEST standards, providing advice where necessary to the Area Facilities Officer to allow best practice to be replicated across the District.
· Management of BLC Fitness Suite facility and staff/ Soft Play facility and staff/GP Referral Programme and staff (FT, PT, Casual)  - produce rotas, approve holidays, timesheets, overtime, manage new employee inductions, manage absence, manage performance and conduct PDP reviews, identify training needs and disciplinary management (in conjunction with the Human Resources Department) etc.
· Management of Leisurewatch, Vulnerable Adult and Child Protection Procedures at BLC (operating as subject matter expert in Child Protection in conjunction with the Council’s Designated Child Protection Officer), providing advice where necessary to the Area Facilities Officer to allow best practice to be replicated across the District. 
· Management of GP Referral Programmes and other health/fitness programmes for BLC, providing advice where necessary to the Area Facilities Officer to allow best practice to be replicated across the District.
· Ensure adherence to the Council’s agreed tendering/quoting/procurement process for any equipment etc. within your specified/designated business area.

· Manage your specified business area against agreed Key Business Indicators and targets, including cost management.
· Contribute to the effective operation of the centre management team.
· Plan and ensure the effective implementation of the Fitness and Softplay operational procedures to ensure the Health and Safety of customers, staff and contractors at all times, in liaison with the Leisure Technical and Safety Officer.

· Undertake such other duties as may be required and participation in interchange of duties to cover for periods of absence.

Note for clarification: Recreation Officer 3 is specifically responsible for the establishment of best practice management of Health & Fitness, Soft Play, GP referral Programmes and Child Protection and Vulnerable Adult Policy at Banbridge Leisure Centre. The Area Facilities Officer is specifically responsible for the implementation of these best practices at all other sites as appropriate, outside Banbridge Leisure Centre.
5.      SUMMARY OF TERMS AND CONDITIONS OF EMPLOYMENT
In the following Terms and Conditions, any reference to “the Scheme” means the Scheme of

Conditions of Service recommended by the National Joint Council as amended from time to time

and adopted by the Employing Authority.

Canvassing

Canvassing of members of the Council directly or indirectly shall disqualify the applicant.

Criminal Convictions

The successful applicant must disclose any criminal convictions made against him/her after employment commences.

Corporate Dress

The postholder will be required to wear an official uniform.

Disclosure

Applicants shall disclose in writing whether to his/her knowledge he/she is related to any

Member of Senior Officer of the Council.


Holiday Entitlement

  Annual Leave will be in accordance with the provisions of the Scheme of Conditions of Service

  recommended by the National Joint Council.  Minimum leave entitlement at present is 21 days,

  together with Statutory and Bank Holidays.  If the successful applicant is currently employed in

  the Local Government Service and has completed 5 years’ service, he/she may be entitled to an 
  additional 4 days and he/she may similarly be entitled to a further additional 3 days after 10

  years’service.  These entitlements will be applied pro rata to part time and/or temporary

  employees.

Hours of work


1,924 annualised hours (average of 37 hours per week).  Regular weekend, public

holiday and “on call/key holder response” working will also be required.
A flexible shift rota will be worked to cover from 6.45 am to 11:00pm, based on operational

requirements.  Working after 11pm will be required occasionally.

Increments 
Increments are normally granted on 1 April each year until the maximum of your scale is reached.  Increments are subject to satisfactory service and are granted provided that 6 months' service has been served in the grade at that date.
However, persons appointed between 1 October and 31 March in any year will be entitled to an increment after 6 months, subject to satisfactory service and then subsequently granted on 1 April each year until the maximum of your scale is reached.

An increment may be withheld following an adverse report on an employee (subject to that employee’s right to appeal to the Council’s Grievance Committee).  Any increment withheld may be paid subsequently if the employee’s service becomes satisfactory.

Meal Breaks

Paid meal breaks are normally of half hour duration. The timing of such breaks will be

determined by operational requirements.  Employees must remain on site for the duration of all

breaks which may be interrupted due to the exigencies of the service.  Employees will be

reimbursed this time.


Official Conduct

(a) An employee shall devote his/her hours of employment to the duties of the office and not

      engage in any other employment without the express consent of the Council.

(b) An employee shall not allow himself/herself to be put in a position where there could be

      conflict, either real or apparent, between his/her private interests and those of the Council.

(c)  An employee shall observe proper reticence in public discussion of the affairs of the Council and refrain from engaging in any political activity which might prejudice the impartial discharge of the duties.

(d)  If and whenever necessary, for the proper discharge of her office, attend at the Council Offices or other places at such times as may be required.

(e)  An employee shall not, under colour of his/her office or employment, exact or accept (whether directly or indirectly for himself/herself or for or through another) any fee or reward whatsoever other than his/her proper remuneration.


(f)  The public is entitled to demand of you, as a Local Government Officer, conduct of the highest standard.  Public confidence in your integrity would be shaken, were the least suspicion, however illfounded, to arise that you could in any way be influenced by improper motives.

Further guidelines on Employees’ Conduct which must be observed are contained in the     Council’s Code of Conduct for Local Government Employees.

Preconditions


Any appointment is subject to:-

(a)  Production of a Birth Certificate for inspection,


(b)  Production of official evidence of qualifications (where required),


(c)  Receipt of a satisfactory medical report from the Council’s medical Advisor or alternatively from your own GP,


(d)  Receipt of satisfactory references,


(e)  Satisfactory completion of an Enhanced AccessNI criminal background check.


Probation

The appointment will be subject to a probationary period of 6 months at the end of which time, subject to a satisfactory report, the appointment will be confirmed. 


Retirement


An employee shall, on retirement, terminate his/her employment on the last day of the month in which his/her 65th birthday occurs.

Salary

Remuneration will be paid directly each month into the postholder’s bank/building society account, via Bank Automated Clearing System (BACS).



Sickness Payments

Entitlement to sick leave and sick pay will be in accordance with the conditions included in “the Scheme”.


Smoking Policy

The Council operates a No Smoking Policy in all Council premises and vehicles.

Superannuation

Employees have the option of joining the NI Local Government Officers Superannuation Scheme where they will pay percentage contributions based on pensionable salary and the Employer will pay a percentage as determined by the Northern Ireland Local Government Officers’ Superannuation Committee.  Deductions will be made from each month’s salary.
Termination of Employment

The employee is required to give one month’s written notice of termination of employment, such notice to commence on the first day of any month.  The Council will not give less than the statutory minimum period of notice required under the provisions of the Contracts of Employment and Redundancy Payments Act (Northern Ireland) 1965 (as amended).

Time Management System

A computerised time-management system will be in operation and all employees will be required to participate in this.


Training
The postholder will be required to undergo training and development as deemed necessary.

 

General

In addition to the foregoing, your employment is subject to:-

(1)
The General Conditions of Service recommended by the National Joint Council and to  

         such additions or amendments thereto which may be adopted from time to time.

   (2)    The Local Government Act (Northern Ireland) 1972 and any other relevant Local 
        Government Legislation.



(3)    The Council’s requirements from time to time as to employees.



(4)    The completion of a written agreement, embodying the terms and conditions of 
        employment.

IT IS THE APPLICANT’S RESPONSIBILITY TO PROVIDE SUFFICIENT RELEVANT INFORMATION TO DEMONSTRATE HOW THEY MEET THE MINIMUM SHORTLISTING CRITERIA AS OUTLINED IN THE PERSON SPECIFICATION ABOVE.

The Council reserves the right to enhance the essential criteria to aid shortlisting and may decide to interview only those applicants who from the information available, appear most suitable for the above position.  The appointment will be made in accordance with the Council’s Code of Employment Procedures, and canvassing will disqualify.

The Council may retain a list of reserve candidates arising from this recruitment for any similar vacancies which may arise.   Such a reserve list will be compiled and held for a period of 12 months.

Application forms and further details are available from the Council’s website www.banbridge.gov.uk or by writing to the Human Resources Section, Banbridge District Council, Civic Building, Downshire Road, Banbridge BT32 3JY, quoting the appropriate Job Reference Number, to be returned NOT LATER THAN 12 NOON ON FRIDAY 13 AUGUST 2010.

	BANBRIDGE DISTRICT COUNCIL IS AN EQUAL OPPORTUNITIES EMPLOYER AND WELCOMES ALL SUITABLY QUALIFIED AND EXPERIENCED APPLICANTS, IRRESPECTIVE OF GENDER, MARITAL STATUS, SEXUAL ORIENTATION, RELIGIOUS BELIEF, POLITICAL OPINION, RACE OR DISABILITY.
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