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	Competency Based Job Profile Band 5-8 Sept 16



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: Sport & Leisure

	POST TITLE: 
Fitness Attendant/Membership Advisor
	REPORTS TO: 
Fitness Supervisor/Duty Officer

	GRADE: 
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	· Responsible for the Fitness Rooms. To promote the safe use of the facilities. To ensure basic maintenance of the equipment is carried out. To ensure the facilities are kept up to a high standard of cleanliness. 

· To liaise closely with members of the public, producing fitness programmes, health screening etc. 

· To have a working knowledge of the GP Referral Scheme and the Inclusive Fitness Initiative, their client base and their needs.

· To be part of a small team responsible for delivering advice on membership 
      options to members of the public. To include administration and completion of all 
      paperwork relating to membership sales for the fitness centre. To be instrumental in 
      achieving satisfactory retention of memberships and lowering attrition rates.


	Main Responsibilities of Post: 

	1. To ensure smooth running of the Fitness Centre.

2. To ensure customers are inducted and consulted regarding their fitness programme and instructed in the safe use of equipment. To include Level 3 GP Referrals/ Level 4 Cardiac Rehab patients and other users or specific/targeted groups, who may have more complex needs.

3. To deal with junior fitness centre users, ensuring that their fitness programme and exercise routine is safe and appropriate to their anatomy and physiology. 

4. To assist in ongoing marketing and promotion of the facility both within the Centre and on outside visits.
5. To ensure the Fitness Rooms and ancillary rooms are kept safe, clean and ready for use. 

6. Basic day to day maintenance of the fitness equipment, reporting and logging faults when they occur to minimise downtime. 

7. To assist other staff members when required in set up or take down of equipment, as directed by the Duty Officer or Fitness Supervisor. 

8. To fully complete all relevant paperwork such as health screens, internal Sport & Leisure documents, GP referral documentation in relation to suitability to exercise.  

9. To ensure adequate safety measures are undertaken to comply with the Health and Safety at Work Act e.g. C.O.S.H.H., electricity at work, food hygiene etc. 

10. Must be able to and have a commitment to attend training in the Health and Fitness Industry, maintaining CPD points where applicable, as well as in house training as directed by the Duty Officer/Fitness Supervisor.
11. To undertake routine clerical and administrative duties in line with existing procedures.

12. To ensure that the building is clean and undertake cleaning duties as and when required.

13. To comply with Councils procedures and policies, and to adhere to set procedures and work instructions. To ensure all records are up to date, including training, cleaning schedules, maintenance schedules, fault logs etc.

14. To offer membership advice to members of the public and administrate sales, including completion of all necessary paperwork.
15. To actively monitor cancellations of membership and report on any trends.
16. Assist with reception duties such as taking payments, allowing member entry and have upto date knowledge of activities that take place in the centre.


	Structure:
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	Special Knowledge Requirement. Will be used for shortlisting. Max 10 

	
	Essential

	
	

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet either the Lower threshold level – where the person is able to demonstrate that they can during the interview: 

a) Use a wide range of simple words and a standard English sentence structure to express much of what they want to.          

b) Maintain a conversational flow even though they pause to think of the correct words or sentence structure in order to express themselves. 

or the Advanced threshold level (which will be implemented where the post requires a greater level  of sensitive interaction with the public e.g. in children’s centres) – where the person is able to demonstrate that they can during the interview:
a) Can express themselves fluently and spontaneously , almost effortlessly

b) Only the requirement to explain difficult concepts simply hinders a natural smooth flow of language 

If this applies to the post you are recruiting select the level ie either Threshold or Advanced level most appropriate to the post and remove the other level from the Job Profile . 
	         x

	Uses knowledge of Health, Safety and Environmental policies, procedures and regulations including risks in own area of

work
	        x

	Uses a range of IT packages relating to area of work
	        x

	Ability to adopt a process of continual improvement.
working more efficient and effectively to improve service delivery.
	        x

	Knows and understands how to use, interpret, handle and communicate

Information relating to exercise and their benefits
	        x

	To have working knowledge of the GP Referal Scheme and its client base and their needs
	        x

	Demonstrates understanding/benefits of the provision of sport and physical activity
	

	Works within the Data Protection Act and the Councils confidentiality requirement when dealing with sensitive information, maintaining records/documentation securely.
	        x

	Has knowledge of the Council’s membership packages
	

	
	        x

	Relevant experience requirement: Will be used for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently to members of the public in order to meet either the Lower threshold or Advanced threshold level outlined under Special Knowledge above.  

	Experience working in a fitness environment

	Experience of delivering gym inductions

	Experience of clerical/membership advisory duties

	Relevant professional qualifications requirement: Will be used for shortlisting


	Level 2 Fitness instructing (REPs recognised)

	Level 3 GP referral – working towards within 6 month timescale (REPs recognised)

	First Aid at work

	Desirable – Level 4 Cardiac Rehab (REPs recognised)

	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 
 

	The applicant must be able to work evenings, weekends, and bank holidays as required for the needs of the service. Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2018 in relation to Disability Provisions.  

	Special Conditions: 

	The post requires a DBS check prior to appointment

	

	Compiled by: 
R.Brook
Date: 25.02.2020
	Grade Assessment Date:


	Post Grade:


Centre Manager





Fitness Supervisor





Duty Officer








Fitness Attendant/Membership Advisor
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