[image: T:\TRURO LOGOS and letters\JPGs - for internal documents\Truro School\JPG_FC_TSLettersBlueBelowWhiteBack.jpg]
JOB DESCRIPTION

JOB TITLE:	Duty Manager 

REPORTING TO:	Sports Centre Manager

ROLE OVERVIEW
The Duty Manager will support the Sports Centre Manager in the effective operation of the sporting provision within the Sir Ben Ainslie Sports Centre with particular focus on the operation of sports facilities, swimming pool and community membership and enquiry administration.  
The specific duties of this Duty Manager role include responsibility for writing and reviewing the Sports Centre Risk Assessments, the management of the fitness suite and swimming pool along with the promotion and growth of the centre’s membership numbers.

KEY FUNCTIONS

Building and Equipment
· Ensure the facilities are opened, closed and secured as determined by the operational programme and in an emergency, supervise the clearing of the building
· Control admissions to the sports facilities and ensuring that customers/pupils observe the procedures of the centre
· Ensure all Health and Safety procedures are followed
· Aware of COSHH, RIDDOR, accident reporting and all aspects of health and safety relevant to Duty Officer duties
· Write and review Health & Safety risk assessment documents, ensuring that the information is up-to-date
· Support Sports Centre Manager in ensuring all facilities are safe, clean and well maintained
· Complete all maintenance and cleaning duties as detailed on operations schedules
· Responsible for ensuring the sports equipment is maintained to the highest standards, including Fitness Suite / Dance Studio Equipment
· Responsible for ensuring that the sports centre complex and equipment is maintained at the highest standard, liaising with outside companies and the Estates Department to achieve this 
· Preparation of sports equipment including setting-up, issue and recovery of equipment as required for the activity

Fitness Suite
· Organise an appropriate range of fitness activities and programmes within the gym
· Maintain fitness equipment in conjunction with the maintenance team and gym maintenance specialists
· Ensure customer service standards are maintained by organising cleaning rotas
· Assist the Sports Centre Manager in the promotion and marketing of the gym
· Training and supervision of new Fitness Instructors
· Deliver inductions to new gym users

Swimming Pool
· Ensure the swimming pools are appropriately maintained and managed
· Oversee the set up of the facility and available for school and community bookings
· Work with the Sports Centre Manager to offer a programme of activities to maximise the use and income at both swimming pools
· Work with a clear understanding of HSG179 and complete pool records
· Ensure all compliance with H&S requirements, including taking water samples for quality testing.
· Manage the pool plant to ensure appropriate dosing of the pool to maintain water quality and have a thorough understanding of COSHH regulations
· Ensure routine maintenance checks and inspections of plant, machinery and equipment within the swimming pool facilities are carried out (by others, where appropriate). Working closely with the Estates Manager to achieve this.

Staffing
· Be the person of responsibility for both the Sir Ben Ainslie Sports Centre and swimming pool when on shift.  
· Liaise with the team on shift, co-ordinating and delegating tasks as required 
· Cover pool and reception staff breaks as required
· Work alongside the other Duty Managers and be the point of responsibility to cover shifts and co-ordinate cover for other Duty Managers as required

School and Community Use
· Ensure the facilities are set-up and available for school and community bookings
· Promote and encourage the use of facilities and services ensuring the highest standards of customer relations are maintained
· Work within the team ensuring that the programme of activities runs smoothly
· Operate the Management Software System, ensuring the daily programmes of activities are followed
· Supervise customers, offering the highest standards of tuition and customer care

Finance and IT
· Undertake administrative and reception duties relating to programming, taking bookings and issuing tickets and receipts for cash handling when required.

Other General Duties
· Ensure all tasks are completed within the required timeframes. 
· Attend Lifeguard training.
· Attend to injuries and incidents, providing First Aid where necessary, including liaising with the Duty Caretaker, emergency services and the completion of relevant reports
· Attend training courses and follow Continuous Professional Development training as required in order to fulfil the role
· Carry our duties commensurate with your role, as requested by the Sports Centre Manager
· Assist the Sports Centre Manager in updating social media and the web-site when required

PERSON SPECIFICATION

Essential Criteria
· Emergency First Aid or higher
· Strong administration/IT skills
· Knowledge of CPR and emergency medical procedures
· RLSS Lifeguard qualification (training can be provided)
· Pool Plant qualification (training can be provided)
· Ability to follow routine verbal and written instructions
· Ability to travel in order to undertake the duties of the role (postholder may be required to work at both school sites in Truro)
· Sensitivity to the Methodist ethos of the School

Desirable Criteria
· Hold a sport related coaching qualification, ideally to level 2
· Fitness Instructor to level 2
· RLSS Pool lifeguard trainer/assessor
· Current Health and Safety qualification e.g. IOSH Managing safely
· Relevant sales and customer experience
· Social media experience
· Knowledge of customer service standards and procedures

ADDITIONAL
· Truro School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and behave accordingly. Although there is no direct responsibility for children, the role will involve daily contact with pupils

· This Job Description sets out current duties of the post that may vary from time to time without changing the general character of the post or the level of responsibility entailed.

Date reviewed		     July 2024
Reviewed by	Sports Centre Manager
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