DETAILS OF A POST

SECTION A: JOB DESCRIPTION

1. ASSOCIATION:
YMCA BOURNEMOUTH
2. JOB TITLE:
 Manager on duty (Grade 2)
3. RESPONSIBLE TO:
Business operations and development manager - leisure and business
4. JOB PURPOSE:
To assist and be responsible for the operational management of the Centre, ensuring all procedures and systems are strictly adhered to.  

Specific responsibilities may vary and will be in the interest of the centre and its various services/facilities.
The role of the Manager on duty will be to mainly support Management in the delivery of the centre’s activities/services, ensuring that at all times a professional, friendly and courteous manner is present.
Words such as employee and worker are used here interchangeably and are not considered determinative of employment status.

5. MAIN RESPONSIBILITIES

The role has a statutory, occupational requirement to ensure the safety and welfare of all children, young people and adults at risk using our services. The post holder will take responsibility for ensuring safeguarding children, young people and adults at risk is a priority and follow both YMCA safeguarding policy and BCP Safeguarding Children Partnership and Dorset Safeguarding Children Partnership statutory guidance.
· To assist in the managing, organising and taking part of all aspects of the Centre's day to day operations, ensuring they are carried out efficiently and economically within regularly reviewed policies and procedures.  
· To correctly record, as required, centre systems such as cash/safe analysis, pool tests, opening and closing checks as well as additional records as directed.
· To work within a rota basis, to include evenings and weekends, ensuring all shifts and events are covered.  The Manager-On-Duty position will involve working across several departments as and when required and assigned to do so.
· To assist in arranging required departmental cover of duties as and when required to do so.
· To assist in managing, co-ordinating and monitoring of the Recreational Assistant team on duty during the shift.  To ensure that all lifeguarding duties, required documented checks and the daily responsibilities (changeovers/cleaning) are completed to high standards and in line with company policy/procedures.  It is essential that you ‘lead’ the Recreational Assistants in terms of jobs/responsibilities that need completing as well as through a positive and encouraging leadership style. 

· To ensure all safety equipment is in place for public/staff use.
· To ensure that at all times you show a commitment, and willingness, to work as, and in, a team environment to assist in moving the business forward and to deal with the various operational issues that arise.
· To assist in being responsible for the security of the building.

· To assist and play one’s part in ensuring a ‘customer friendly’ and professional approach when delivering all programmes/activities and services.
· To be responsible for ensuring compliance with the Health & Safety at Work Act and other legislation as appropriate. This includes all procedures in relation to fire precautions, licenses, food, COSHH, heating, pool plant, ventilation, energy management, swim safety etc. 
· To ensure the Centre, and surrounding external areas, are at all times clean and safe in terms of hygiene, appearance and good housekeeping.  Ensuring issues are dealt with quickly/efficiently and appropriately. 
· To respond enthusiastically / professionally to any areas of activity assigned by Management.
· To play an integral part in assisting with the delivery of quality coaching/play sessions for the benefit of the centre, whilst also encouraging and developing other employees/modern apprentices in their coaching aspirations. 
· To work towards developing one’s own range of coaching duties by further qualifications/workshops/seminars as discussed and agreed by the Business operations and development manager - leisure and business.
· To administer First Aid as and when required and to act accordingly during other incidents and accidents.
As part of your role, you will be required to drive for company purposes. You are required to use your own vehicle and therefore, you need to hold a valid driving licence and an insurance that includes business use. You may also be asked to drive a company vehicle. You will not be requested to carry any non-hazardous/hazardous equipment in your vehicles or anything else that can damage your vehicle. You agree to adhere to all relevant policies regarding driving for work. It is essential that you promptly inform HR if you are prosecuted or facing prosecution for any road traffic offence, if you are involved in a motoring accident or incident that may lead to a claim (by you or a third party), or if your driving licence is endorsed or if you are disqualified from holding a driving licence. Additionally, if you receive an endorsement that totals more than six points, or certain endorsements such as driving without insurance on your private vehicle, this may affect your ability to drive company vehicles if such is ever required.


In addition to the job set out in this job description the employee may, from time to time, be required to undertake additional or other duties as necessary within his or her capabilities and status to meet the needs of YMCA Bournemouth.

6. SCALE AND IMPACT


The employee will have management responsibility for programmes / facilities and staff at The Junction Sports and Leisure Centre as well as day to day management/operational responsibility when on shift.
7. DISCRETION TO ACT


He/she will be directly responsible to Business operations and development manager - leisure and business, but will work without close supervision and be able to make decisions within the parameters of the job description, YMCA policies and procedures and budget constraints. He/she will be expected to give leadership in both establishing, developing and implementing Centre Programmes and related policies. 
8. ENVIRONMENT

YMCA Bournemouth is a registered Christian charity that has been in the community for almost 145 years.  We provide local services and projects that give children, young people and adults (particularly the most vulnerable) the compassion they need today, the hope for a better future and the faith to achieve it. We are inspired by our Christian foundations to work across a variety of areas, with the aim of transforming lives and communities so that together, everyone can belong, contribute and thrive.
Accommodation & Support - We are a supported needs’ Housing Association, with most of our residents needing short term intensive housing management and support. Occupying hostel rooms, shared houses and self-contained flats in a variety of locations, we offer personal support, life skills, counselling, keywork, advice and guidance and an array of additional services to aid move on to independence and a positive long-term future.  

Family Work – We are commissioned to work in Family Hubs, with local families, children and young people helping to deliver effective and impactful support and quality services that secure positive outcomes.  We also run our highly regarded Teddys Pre-school, with a speciality in supporting SEN and run a Child Contact Centres from various sites enabling children to have contact with their non-resident parent and other family members in a neutral, safe environment through supervised, supported or handover sessions.
Health & Wellbeing – We work in health and leisure with thousands of members using our facilities at any time for swimming, working out in our gyms, using our sports halls and other facilities.  We also have a small gym and sports hall at our Westover Road facility that is one of the first gyms in the country, here we offer public memberships and also a specific fitness service for those with various support needs in our accommodation.  In the school holidays we offer a range of holiday clubs. We also run a Christian retreat and activity centre in Studland for up to 32 people to get away for a self-catering break. 

Training & Education – As well as providing training and education to our clients such as young people, families, hostel residents; we offer various professional training courses to local business, Churches and anyone in the community, including First Aid, Health & Safety and Safeguarding. We also offer several community venues/conference centres/rooms for hire.
  
Support & Advice – We run several youth centres in the region, we run ‘Chatterboxes’ groups for young people with disabilities and we work to inspire, train, mentor and support young people to empower them for life and to lead in the challenges of their generation. We have a Chaplaincy team working across all areas of the YMCA, serving the spiritual needs of our staff and community.  We also have a professional BACP accredited Counselling Service for our clients, staff and the local community.

9. RELATIONSHIPS


Internal - The person appointed will work closely with the Business operations and development manager - leisure and business and Head Of Departments as well as relating to other staff through regular meetings and the working day. 
External - The person appointed will be expected to develop positive relationships with external contacts/suppliers/customers and to develop good relationships with customers using the centre.
SECTION B: PERSON SPECIFICATION

1. QUALIFICATIONS

A leisure management qualification (Level Two & above) or equivalent and appropriate additional qualifications in First Aid, Coaching and Health & Safety.
2. EXPERIENCE

Experience at a wet / dry facility with a proven record of responsibility experience, customer care and assisting with the driving of the business forward.
3. ABILITIES AND SKILLS

· Good time management, administration/organisational skills.
· Excellent communication skills, both oral and written.

· Able to work under one’s own initiative and efforts.

· Ability to work as part of a team with the ability to inspire, motivate and direct the work of others.
· Evidence of achieving results and making change happen through leadership and influence.
· ICT literate

· Ability to produce clear, achievable plans and ensure their effective implementation

· Monitoring and evaluation skills 
· The ability to prioritise, producing results to demanding deadlines and working on a number of key issues simultaneously.
· Excellent customer service skills with a thorough understanding of the characteristics and qualities that customers want from a sports and leisure centre.
· Knowledge of Health and Safety legislation and other legislation, funding and regulatory systems in relation to leisure centre operations.
· First Aid
4. PERSONAL

The YMCA is a Christian organisation and the employee must be fully supportive of the Association’s Aims and Purposes.

There is a necessity to be able to perform well in a team environment and the employee will need a flexible ‘can do’ results driven approach and attitude to tasks and workload.
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