

	Competency Based Job Profile Band 5-8



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Environment & Sport
	SERVICE GROUP: Sport & Leisure

	POST TITLE: Duty Officer – Ilkley Pool & Lido
	REPORTS TO: Centre Manager/Senior Manager.

	GRADE: Band 7
	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 following points should be noted: 
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. As a candidate/employee you will be expected to demonstrate your ability meet the special knowledge, experience and qualifications required for the role. 

	Key Purpose of Post: 

	· To supervise the day-to-day operation of the Swimming Pool/Dry Side on a set shift rota.  To act as Officer in Charge in the absence of the Centre Manager/Senior Manager. To act as liaison officer between the Centre, local schools, community groups, with responsibility for certain aspects of promotion, development and programming as directed by the Centre Manager/Senior Manager.



	Main Responsibilities of Post: 

	Responsibility 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. To be responsible for            all aspects of Pool Plant Operation (where applicable)

1. Specific responsibility for supervision of all staff, workforce training and development e.g.         induction, systems and procedures, NPLQ, Leisure watch, staff water safety tests etc.

2. To ensure facilities are used properly by customers and to supervise public behaviour.

3. To be the designated first aider when on duty.
4. To be responsible for, as designated by the Centre Manager/Senior Manager, Inventories, Customer comments, complaints and monitoring of performance indicators, swimming lesson course analysis and electronically inputting data using recognised systems. To maintain confidentiality of personal details within the ESS/MSS system.

5. To act as part of the Centre Management Team and attend meetings as required and liaise with the Senior Managers, Centre Managers, Bradford Aquatics and Development Officers on operational matters as necessary.

6. To assist with regular reporting on facility financial Profiles such as income and usage, maximising the financial opportunities of programming and marketing of activities and events as directed by the Centre Manager/Senior Manager
7. To ensure employment of all employees are in line with Bradford Council’s policy on Recruitment and Selection and deploy with in the direct area of responsibility.

8. To liaise and meet with local community groups, clubs, associations and individuals to maximise usage of the swimming pool and promote opportunities within the surrounding area.

9. To be available outside normal working hours to undertake extra duties in order to accommodate   special events and to attend in-service training sessions as and when required. 

10. To ensure that the quality systems, procedures and policies are implemented and complied with and undertake system audits as required.

11. To cover reception duties that include taking telephone and face to face bookings, fees and charges, sale of goods, reconcile daily takings; to operate electronic and computerised systems e.g. electronic booking system, carry out administrative duties as and when required as directed by the Centre Manager/Senior Manager. To undertake routine clerical and administrative duties in line with existing procedures.

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

13. To be responsible for all stock, equipment and deliveries to the site ensuring stock is held within agreed council procedures and guidelines

14. To teach the skills of swimming and water safety to classes of pupils and customers with varying abilities and levels of competence including children and adults. To prepare lessons for all classes appropriate to the age, ability and aptitude of each pupil and customer. Produce written assessments of each pupil/customer grading ability for future courses. Including verbal feedback to all customers on their development.
· Responsible for fittings and equipment, stock items (e.g. vending, equipment for hire/sale etc.)   cleaning materials and cash whilst on duty up to £10,000 (up to £20,000 may be held on site           over Bank Holiday periods).
· Supervisory decisions within defined systems, described in the Council’s Policies and          Procedures.

· Ensuring the effective utilisation of equipment and resources 

· Responsibility for implementing policies to cover staff holidays and staff sickness.  Comply with all existing and impending H.A.S.A.W. policies and guidelines.

· Mainly self-supervising using own initiative.  

· Reporting daily to the Centre Manager/Senior Manager.

The Facilities attract in the region of 20,000 to 70,000 per season.
· The post-holder will be required to undertake significant amounts of physical tasks. These will include set-up/set-down of equipment, as well as extended periods of standing and patrolling of the facility both inside and outside.
· Directly responsible for the supervision of:
· Up to 3 receptionists.
· Up to 5 Leisure Attendant/Teacher.

· Up to 12 Leisure Attendant/Receptionists.

· Casual Leisure Attendants.

· Aquatics Coaching Staff.

· Other operational staff as required e.g. Fitness Staff and Instructors

	Structure:
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	Special Knowledge Requirement: 

	Carries out a variety of working practices, applies complex regulations, rules, procedures and processes commensurate with the operation of leisure facilities including swimming pools.

	Uses knowledge of health, safety and environmental policies, procedures and regulations including risks as found in leisure facilities.

	Uses a range of complex IT packages relating to swimming development and membership packages.

	Ability to adopt a process of continual improvement and suggest ways of working more efficiently and effectively to improve service delivery.

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

	Is aware of the Council’s complaints system and is able to deal with customers accordingly.

	Has an understanding of the Council’s recruitment system and is able apply it.


	Relevant experience requirement: 


	Recent management experience working in a swimming pool including supervision of staff.

	Will have experience of life-guarding and teaching swimming to groups.

	Will have relevant experience of front of house operations such as reception work.

	

	

	Relevant professional qualifications requirement:


	Must hold or be working towards Level 3 NVQ in Sport & Leisure. Consideration will be given to equivalent qualifications.

	The post-holder will have a current National Pool Lifeguard Qualification (NPLQ). 

	The post-holder will hold a National Pool Plant Operators Certificate

	The post-holder will hold a current First Aid at Work Certificate.

	The post-holder will have an ASA  Level 2 Teachers Certificate or be working towards (6 months) 

	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: 
 

	Must be able to work evenings, weekends, early mornings and bank holidays as required by 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 2010 in relation to Disability Provisions.  

	

	Special Conditions: 

	There is a requirement for the post to have a DBS check prior to appointment
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Ilkley Pool.
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Senior Attendant/


Teacher/Reception 
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Leisure Attendant/


Teacher/Reception


Band 7.








Coaches


  Various rates of pay








LeisureAttendant/


Reception


Band 4.











