	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Leisure Assistant (Leisure Centre)
	Job Evaluation         Reference Number:  
	AA3204

	Service:


	Business Operations
	Grade:


	LGE 4

	Department/Section:


	LiveArgyll
	Location:
	Various 

	Line Manager (post):

	Senior Duty Officer

	Date JDPS was created / last reviewed / amended:
	September 2015

	Version of JDPS: 


	v.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan  
3. Managers guide to recruitment 
4. Job Evaluation process 


	Job Summary:   
To undertake a range of duties in wet, dry and other areas which will include: cleaning (including internal and external areas); control of facilities (including changing rooms and toilets); assembling and dismantling of equipment (including sports and exhibition displays).



	Scope / Dimensions:  
Line management / staffing responsibility for N/A 

Budgetary responsibility: N/A


	Job Description:  Main Outcomes required  


	1.
	Service delivery: 
Assist the Senior Duty Officer to ensure that high quality services and best value are delivered to service users by ensuring that all agreed plans are implemented efficiently and effectively.  In particular:

a) Undertake a range of duties in wet, dry and other areas which will include: cleaning (including internal and external areas); control of facilities (including changing rooms and toilets); assembling and dismantling of equipment (including sports and exhibition displays). To adhere to the facility management procedures as outlined in the NOP and EAP documents

b) Provide assistance to leisure service users appropriate to the LG training qualifications and experience (including the safe use of fitness equipment and appliances).

c) Maintain good relations with Leisure staff, external suppliers, and deal with the public in a friendly, understanding and yet efficient manner at all times.

d) Liaise with the Facility Manager, Duty Officers and other staff to oversee the general safety and behaviour of the public, to prevent injury, misuse and damage to facilities.

e) Undertake a range of reception duties including cash handling, dealing with the public in a friendly, understanding and efficient manner at all times, answering the telephone and taking bookings, giving information and computer recording of information.
f) Undertake professional skills training as required.

	2.
	Health & Safety:  
All employees must follow LiveArgyll’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with LiveArgyll’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.
Comply fully with all current Health & Safety guidance, Risk Assessment and Safe Systems of Work & Quality procedures and instructions, COSHH regulations and instructions and all relevant statutory and legal requirements.

	3.
	Other duties & responsibilities:  

Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.  
To include providing teaching or coaching in respect of swimming, aerobics, fitness or other recreational or leisure activity, on the basis that the Attendant will be responsible for the safety of those being coached.


	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	E.1
D.1
D.2

	NPLQ Lifeguard qualification
Swim Teachers Certificate

First Aid Certificate



	Experience



	D.1

	Work experience in wet or dry leisure facility

	Specific job-related knowledge  


	D.1
D.2

	Capable of dealing with public in a friendly manner
Capable of giving directions to users

	Any additional job-related requirements   



	E.1


	Must be able to swim and be physically fit

	Competencies 


	E.1
	Level 1
Personal Qualities (Competencies) that are essential at recruitment stage: 
Good customer service skills 

A flexible approach to work

An ability to work under pressure

Good communication skills

Able to work as part of a team

Good timekeeping skills
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