
 


	Job description

	Job title
	Swimming Coordinator

	Grade
	Grade F (inclusive of evening, weekends and bank holidays)

	Service/team
	Operations

	Reports to
	Facility Manager

	Direct Reports 
	Swimming teachers, swimming assistants and volunteers

	JE Reference
	A4699
	Date Reviewed
	September 2018


Swimming Coordinator
Purpose of the Job

To deliver high-quality, safe, and engaging swimming lessons in line with Volair’s Swim Scheme programme. 
To support the Facility Manager to ensure the effective and efficient implementation of Volair’s Swim Scheme programme to achieve income and participation targets. 
To act in a first line supervisory capacity as part of the team ensuring operational implementation of health and safety, customer service, swimming administration and safeguarding requirements. 
To provide teaching and direction at a particular Volair Leisure Centre as directed by the Facility Manager or their representative 
To ensure that customers have a safe and enjoyable experience and that standards of service meet their expectations and those of Volair. 
The role will contribute to ensuring the operation of facilities throughout Volair as a whole run smoothly and therefore flexibility in place of work is paramount daily.
Duties and Responsibilities

The following list is not exhaustive but illustrates the general nature and level of responsibility of the role.

1. [bookmark: _Hlk173430486]To take a lead role for Volair’s Swim Scheme at a particular centre. 
2. [bookmark: _Hlk209092496]To actively support the marketing and development of Volair’s Swim Scheme.
3. To lead on implementing and monitoring all areas of the programme; community, schools, club and holiday activities, including planning, waiting lists and staffing levels including cover, reporting any recommendations at the appropriate time.
4. To carry out any administration tasks as needed by Volair’s Swim Scheme and Systems, acting as first point of contact for the Centre’s Swim Team and programme.
5. To take responsibility for the swimming award scheme liaising with the Facility Manager on stock levels and sales targets.
6. To take responsibility for levels of equipment, ensuring it is correctly and safely stored, cleaned and maintained in accordance with manufacturer’s guidance and industry best practice, including recommending new purchases to management.
7. To assist the Facility Manager in preparing reports to evaluate the service.
8. In consultation with the Facility Manager, lead a team of swimming teachers, developing a team culture and mentoring swimming teachers and additional aquatic staff to ensure they fulfil their potential.
9. To monitor swimming teachers to ensure they are complying with all requirements of their role including teaching methods and criteria, administration requirements and customer liaison, informing the Facility Manager of development requirements including relevant qualifications and continued professional development.
10. To be fully conversant with Volair’s Swim Scheme policies and practices and be able to induct new staff, visitors, volunteers, schools and clubs to these practices, including all required aspects of pool safety operating procedures.
11. To attend and support meetings as and when required to ensure the smooth running of Volair’s Swim Scheme including any forums, school, club or regional meetings.
12. To take a lead on developing routes into competitive swimming and other aquatic outlets through the identification of talent and the provision of sessions within the programme.
13. To provide a consistently high standard of teaching within the framework of Volair’s Swim Scheme.
14. To follow the set programme of the scheme and lesson plans, make any amendments as necessary and note them on evaluation documentation.
15. To monitor the achievement of individual pupils, assess them according to Volair’s Swim Scheme criteria and provide feedback as necessary regarding their achievements, including evidence of progression through the scheme.
16. To deal with enquiries from parents, guardians, carers or others as appropriate and play a key role in developing and maintaining high standards of customer service.
17. To demonstrate sound communication skills and apply them to differing situations within the swim teaching situation.
18. To demonstrate a variety of motivation and discipline tactics that can be utilised within the swim teaching situation.
19. To work as part of a team within a centre and across Volair, where necessary undertaking any other duties deemed necessary within the swim scheme.
20. To maintain a high standard of dress and hygiene with supplied corporate uniform to be worn at all times.
21. To act in a manner that is credible, professional and promotes Volair in a positive manner, adhering to its policies and culture.
22. Comply with Volair’s Staff Code of Conduct and Safeguarding Policy as well as Swim England’s Code of Ethics and Conduct.
23. To undertake any other duties that may be required by the Management team consistent with the grade and responsibilities of the post.
24. To support with the recruitment process, induction, and probation procedure for the swimming workforce.
25. To support with analysing business performance and develop business improvement plans.
Personal Development

· To ensure essential qualifications are kept valid and adequate training sessions are attended to achieve this. 
· To ensure that regular continuous professional development training is undertaken to meet with industry best practice guidelines, keeping abreast of industry and Volair developments and discussing own training and development needs with their line manager.
Health and Safety

· To ensure compliance with all relevant Health and Safety regulations and policies. 
· Adhere to and implement all Volair guidelines in relation to Health and Safety.
· To have a thorough knowledge of the centre’s Health and Safety policies and procedures, including risk assessments, NOP’s and EAP’s, COSHH, and other operational procedures.
· To use equipment as instructed and trained.
· To action any health and safety issues which could place individuals in danger.
Data Protection and Information Security

· Comply with GDPR and organisational data protection policies.
· Ensure confidentiality and protection of information at all times.
· Report any actual or potential security incidents.
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This role involves working with children and is exempt from the Rehabilitation of Offenders Act. Successful applicants must disclose all convictions and will be subject to safeguarding checks.
	Person Specification

	Post title
	Swimming Coordinator
	Grade 
	F



To be successful in this role you will need to demonstrate how you meet the criteria below at application & interview stage.

	Shortlisting Number
	Criteria 
	Method of assessment

	Skills, knowledge, experience

	S1
	Range of effective communication skills
	A, I

	S2
	Ability to maintain discipline and demonstrate professional manner
	A, I, T

	S3
	Ability to deliver to classes in an effective and enjoyable manner
	I, T

	S4
	Ability to work effectively both independently and as part of a team
	A, I

	S5
	IT skills relevant to lesson delivery and reporting
	I, T

	S6
	Ability to lead a team of teachers and develop their skills for the benefit of the Swim Scheme
	A, I

	S7
	Experience of working in a poolside teaching environment with a variety of sized groups and abilities
	A, I

	S8
	Experience of developing and delivering a site based aquatic programme
	A, I

	S9
	Experience of managing staff
	A, I

	S10
	Knowledge of Swim England Learn to Swim Framework and the National Plan for Teaching Swimming
	A, I

	S11
	Awareness of health and safety requirements within a leisure environment
	A, I

	S12
	Understanding of lesson planning, delivery and evaluation
	A, I, T

	Personal attributes and circumstances

	P1
	Professional, reliable and punctual
	A, I

	P2
	Positive and enthusiastic approach
	A, I, T

	P3
	Empathy and patience when working with children and adults
	A, I, T

	P4
	A passion for customer service
	A, I, T

	P5
	Flexibility to work or be based within any Volair facility along with the ability to work early mornings, evenings and weekend shifts
	A, I, T

	Qualifications

	Q1
	Swim England Level 2 Swimming Teacher (or equivalent) and relevant CPD training
	A, C

	Q2
	Willing to undertake further training as required
	A, C

	Q3
	Swim England Inclusive Swimming CPD training 
	A, C



CV/SS = Curriculum Vitae/Supporting Statement 	A = Application Form 	 C = Certificate	     E = Exercise       I = Interview
P = Presentation      AC = Assessment Centre      T = Test

	Where the post involves working with children, in addition to a candidate’s ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children, including:
· Motivation to work with children and young people
· Ability to maintain professional boundaries
· Emotional resilience
· Appropriate use of authority.



We are committed to inclusion and welcome applications from all backgrounds. Applicants who meet the essential criteria will be guaranteed an interview where appropriate.
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