


COPLESTON HIGH SCHOOL 

JOB DESCRIPTION

POST HOLDER:	Sports Centre Supervisor

GRADE:		GRADE 3

LINE MANAGER:         Sports centre manager
HOURS: 	37 hour per week, 52 weeks per year

JOB PURPOSE:	The post holder will undertake a range of general duties under the direction of the Sports Centre Manager to assist in the smooth running of the sports centre.  The hours will include evening and weekend working.  The post holder will be responsible for locking up the sports centre and other areas of school when required.
	
level description
Work under the direction of the Sports Centre Manager.
All duties will be carried out within recognised procedures or guidelines.
Work according to programme, making day-to-day decisions about own workload, within a clear framework.
You will be responsible for smooth running of the shift which includes demonstrating tasks or giving advice and guidance to the leisure assistants and delegating duties accordingly. You will need to deal with any problems if they arise.  Where appropriate, liaise with the Sports Centre Manager when dealing with more complex cases.


INTRODUCTION
The level description gives an overview of the level of competence required to carry out work at this level.  This role will have a diverse range of duties.
main duties and responsibilities
· Ensure the premises are opened for the start of business and secured at end of shift.
· Act as first point of contact for visitors, answer the telephone and deal with enquiries.
· Check answerphone at the start of each shift and deal with any enquiries.
· Administer all aspects of the Centre’s bookings and courses, in person and via the telephone.
· Deal with customer enquiries as appropriate maintaining a high level of customer care.
· Ensure centres equipment is used safely.
· Set up and dismantle centre’s equipment in accordance with safety standards including moving goals.
· Undertake routine maintenance checks of equipment and identify and report repairs.
· Light repairs to equipment as needed.
· Make routine health and safety checks throughout the premises.
· Complete accident/incident reporting records as required.
· Ensure all restricted areas are properly secured and monitored.
· Ensure check sheets are completed on each shift at required times.
· Undertake clerical duties as required.
·   Setting up and clearing away after examinations and other school events or lettings.
· Porterage and transportation of equipment, furniture, materials and deliveries.
· Emptying the rubbish and re-cycling bins and litter-picking the school grounds.
· Undertake cleaning duties, graffiti removal and floor polishing as required.

Personnel

· Undertake hours/duties as identified.
· Comply with all personnel policies and procedures in relation to shift changes, booking leave, reporting sickness etc.

Safeguarding

· To liaise with safeguarding officers in accordance with school policy if and when appropriate.
· To ensure Pastoral Teams are kept informed of any underlying emotional or social factors affecting students’ progress.
· Promote and support school policies

NB:
This job description sets out the major duties associated with the stated purpose of the post but. It is assumed that other duties of a similar nature/level undertaken within the school are not excluded because they are not itemised.

The duties of this post could vary from time to time as a result of new legislation, changes in technology or policy changes; appropriate training may be given to enable the post-holder to undertake this new/varied work.
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‘The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment’ 

