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	Department:
	Communities

	Section:
	Health & Wellbeing

	Location:
	Various

	Post:
	Operations Manager

	Grade:
	BAND F - Sc pt 12- 19 

	Job Evaluation Ref No:
	858


	Responsible for:
	All full time, part time sessional staff, and trainees employed within the

facility under the post holders control.

	Responsible to:


	General Manager


Job Purpose:

	1.
	To provide the day to day management function at the centre in an effective, economic, efficient and safe manner, ensuring that the service standards and operational standards are achieved. 


Management Responsibilities:

	2.
	To manage the centre with regard to the documented policies and procedures of the Sport and Recreation ‘s quality system.



	3.


	To manage the centre with regard to relevant policies and procedures of the Council, including equal opportunities, disciplinary procedures, grievance procedures, financial regulations and safety procedures. 



	4.
	To supervise staff under their control. To maintain good staff discipline and to ensure that staff carry out their duties to a high professional standard.



	5.


	To maintain staff records including sickness, holidays and certification of timesheets.

	6.


	To ensure the required level of suitably qualified and trained staff are on duty to maintain the advertised range of service to users.



	7.
	To ensure the satisfaction of customers at all times, ensuring that the facility is geared to responding positively to customers needs and that all staff are adequately guided, trained and informed in pursuit of this aim.



	8.
	To assist in the upkeep and maintenance of the building by following approved repair and maintenance procedures.




Operational Responsibilities:

	9.
	To assist in the letting of facilities by liasing with clubs, organisations and individuals and to attend functions and events as necessary to ensure that the terms and conditions of hire are complied with.



	10.


	To assist in the preparation of courses and activities to provide a wide range of opportunities for the local community.



	11.
	To assist in the marketing and promotion of the facility. To provide information, advice and guidance to customers on the availability of facilities. Deal with telephone and personal caller enquiries.



	12.
	To assist in the administration of the centre, including maintenance of records, correspondence, ordering and safe custody of supplies. To carry out routine stock checks.



	13.
	To be responsible for the collection, security and banking of all income in accordance with the authority’s financial regulations.



	14.


	To provide information, reports and statistics as may be required by the Department’s Personnel and Administration Division or by the Head of Recreation Management.



	15.
	To be part of the Heads of Department team playing a vital role in the development of the business, and promoting a harmonious relationship between all teams.


	16.
	To ensure all users and staff comply with all laws, bylaws, regulations and rules of management. In emergencies to comply with agreed emergency procedures.



	17.
	To act as key holder for the building and be responsible for opening and closing the building. 



	18.
	To assist the General Manager in developing a balanced programme of activities, events and lettings that meets the needs of the local community whilst maximising usage and meeting financial targets.




Methods of Working:

The post holder will:

	19.
	Be expected to adopt a participative style of management, underpinned by strong interpersonal skills that encourage, create and maintain a vibrant and effective workforce.



	20.
	Be expected to exhibit the highest standards of professional behaviour, creating harmonious working relationships across all areas based on mutual trust and respect.



	21.
	Be expected to undertake any necessary training associated with the duties of the post.



	22.
	Be expected to use appropriate management information systems and information technology systems whilst maintaining confidentiality and observing data protection guidelines.



	23.
	Be expected to take an active part in appraising their own work against agreed priorities and targets, in accordance with the Department’s performance management review protocol.


Organisational Structure

         (Currently Under Review).

Person Specification

         (See attached guide).

Special Conditions *

General Conditions

1) 
*The 36 hour week post will involve evening, week-end and bank holiday work, which will be 
integrated into the operational management rota.

2) 
*The pay scale reflects all payments for evening, weekend and bank holiday working and 

3) 
*A casual car user allowance is payable.

4) 
*Due to the nature of the work involving working with children and vulnerable adults this post 
is exempt from the provision of the Rehabilitation Offenders Act 1974 by virtue of the ROA 
1974.

5) 
The council operates a no-smoking policy.

6) 
This job description is a representative document.  Other reasonably similar duties may be 
allocated from time to time, commensurate with the general character and grading of the 
post.

7) 
All staff are responsible for the implementation of the Health & Safety Policy as far as it 
affects them, colleagues and others who may be affected by their work.  The post holder is 
also expected to monitor the effectiveness of the health and safety arrangements and 
systems to ensure appropriate improvements are made where necessary.

8) 
The Authority has an approved equality policy in employment and copies are freely 
available to all employees.  The post holder will be expected to comply, observe and 
promote the equality policies of the Council.

9) 
Since confidential information is involved with the duties of this post, the post holder will be 
required to exercise discretion at all times and to observe relevant codes of practice and 
legislation in relation to data protection and personal information.

10)  
The person appointed will be expected to work flexibly and the exact nature of the duties 
described above is subject to periodic review and is liable to change.
Note:   Where the post holder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  

	Prepared by:
	Mike Woodruff

	
	

	Designation:
	General Manager

	
	

	Date:
	23rd March 2018
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           Form: F59

	Department:


	Sport & Recreation

	Section:
	Health & Wellbeing

	Location:
	As required

	Post:
	Operations Manager

	Grade:
	BAND F Scp 22- 25

	Job Evaluation Ref No.
	




* Candidates suitability will be measured by assessment in the following ways;
A – Application :  I – Interview :  R – References :  X - Interview Exercise(s) C – Certificate 

	
	Criteria
	Essential
	Desirable
	Assessment

	
	Experience;
	
	
	

	1
	Health and Safety principles, procedures and good practice in leisure facilities.


	
	
	A,I

	2
	Customer-focussed operations covering Leisure and Hospitality

	
	
	A,I

	3
	Quality management systems, procedures and policies.


	
	
	A,I

	4
	Personnel policies and procedures.


	
	
	I

	5
	Marketing facilities and activities to a wide range of users.


	
	
	A,I

	6
	Programming leisure and hospitality facilities to ensure that maximum occupancy and 
income is achieved, whilst offering a range of activities for all sections of 
the community.


	
	
	A,I

	7
	Assisting with the preparation of business and service plans.


	
	
	A,I

	8
	Using appropriate IT systems and programmes.


	
	
	I

	9
	Monitoring and evaluation of usage.


	
	
	I

	10
	Partnership working to deliver a service.


	
	
	A,I

	11
	Supervising diverse groups of staff.


	
	
	I

	12
	Planning and delivering events and activities
	
	
	A,I

	
	Knowledge of;
	
	
	

	13
	Able to demonstrate a knowledge and understanding of Health 
and Safety principles, procedures and good practice in leisure facilities.


	
	
	A,I

	14
	Able to demonstrate a knowledge and understanding of  customer care principals, procedures and good practice. 


	
	
	A,I


	
	Criteria
	Essential
	Desirable
	Assessment

	
	Knowledge of;
	
	
	

	15
	Able to demonstrate a knowledge and understanding of quality 
systems principals, procedures and good practice.


	
	
	A,I

	16
	Able to demonstrate a knowledge and understanding of human resource management principals, procedures and good practice.


	
	
	A,I

	17
	Able to demonstrate a knowledge and understanding of marketing principals, procedures and good practice. 


	
	
	A,I

	18
	Where relevant, able to demonstrate a knowledge of the day to 
day operation of a public swimming pool including written 
operating procedures, NOP’s, EAP’s and technical operations.   


	
	
	A,I

	
	Skills;
	
	
	

	19
	Excellent interpersonal skills allowing you to deal with Staff

and public alike in a caring, friendly, yet authoritive manner


	
	
	A,I

	20
	Ability to present ideas clearly in written, verbal or graphic form.

	
	
	A,I

	21
	Ability to work on own initiative and unsupervised with a pro-active approach.

	
	
	A,I

	22
	Smart appearance and pleasant demeanour. 


	
	
	I

	23
	Leadership skills and qualities
	
	
	I

	
	Qualifications;
	
	
	

	24
	Qualification in Management/Supervision (NVQ3), or equivalent


	
	
	A,I

	25
	First Aid Certificate


	
	
	A,I

	26
	Plant Operators Certificate


	
	
	A,I

	27
	Pool Lifeguard Qualification
	
	
	A,I

	
	Other;
	
	
	

	28
	Driving licence and access to own car.


	
	
	A,I

	29


	Available for emergency call outs/Alarm Activations
	
	
	A,I


	Prepared by:
	Mike Woodruff

	
	

	Designation:
	General Manager

	
	

	Date:
	23rd March 2018
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