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JOB DESCRIPTION
Post: 





Sports Facility Manager (L6224)
Grade: 




Grade 4 Point 15 – 19 (£12,692 – £14,045 pro rata)
Accountable to: 



Extended Learning Leader for School and Community Sport 

Contracted Hours: 
28 hours per week 
Hours of Work:



To be agreed (Monday to Friday from 3.30 pm and weekend







work)
In addition to the above contract the post holder would also be required to work 3 coaching hours per week during term time which would be claimed via a monthly timesheet.
Please note that the unsociable hours from 8.00 pm and weekends are paid at an enhanced rate. Any additional coaching sessions are paid at Grade 4 (SCP 15 – 19) £8.69 to £9.62 per hour.
Job Role
The post holder will be responsible for managing Greenfield sports facilities and developing the Community Sport Programme to maximise community and out of hour’s access to education and leisure by the community. The post holder will work together with the Leader of Extended Learning for School & Community Sport in partnership to develop Greenfields Out of School provision, Health & Well Being and Sport development opportunities including work with local Primary Schools.
Main Duties and Responsibilities
Operational

· Effective management of the school sports facilities whilst maintaining and promoting good customer relations.
· To manage the booking system and associated booking documentation in line with school procedures.

· To produce and maintain a register of community users.
· Production of a half termly Community Programme and Holiday Programme in partnership with Sports Assistants, Arts Centre, Local Community, Community Sports Coaches, local schools and Greenfield Sports Development team.

· Effective promotion, advertising, marketing and provision of opportunities at weekends, holidays and throughout the summer term, including updating the Greenfield Sport website.

· Building effective working partnerships with the local community and other organisations 

· Sport and activity development in line with NOF & Football foundation targets.

· Set up appropriate leagues in target sports such as football, netball and cricket.

· Undertaking Sports assistant’s role within the rota and covering for sickness/holidays where required.
· ‘On call’ between the hours of 2pm & 10pm Monday to Friday and 9am – 8pm Saturday & Sunday. 

· Organisation, management and supervision of special events as and when required. 

· To liaise with the school Data/Exam Officer and community users with regards to the use of the gym during exam periods to ensure minimal disruption to the smooth operation of the exams and to community users.

Line Management of Sports assistants and coaches

· To supervise and organise the work of casual sports assistants and coaches ensuring that the facility is adequately staffed to cover booking on an evening and weekend.

· To monitor the performance of casual staff and conduct staff development interviews.

· To ensure that effective communication and regular meetings is maintained with employees.
Budget and Financial Management
· To be responsible for managing the community sport budget including the day to day administration, collection and recording of income ready for banking by the school office, and ensuring accurate record keeping.

· To produce a business plan showing income, expenditure and profit. (To include sinking fund.)

· To generate increased income by maximising use of school facilities whilst maintaining emphasis on NOF targets, sport development and Community needs. 

· To raise invoices via the school finance officer for community bookings where appropriate

· To maximise sponsorship or grant opportunities where available.

· To ensure that the ordering of equipment / stock / materials is within the schools Financial Management Procedures. 

Performance Monitoring

· To contribute to the establishment of performance indicators and targets, including range of activities, participants, throughput, financial intake and profit.

· To monitor performance against those targets, to prepare statistics and reports and to present these on a regular basis.

· Football facility and sports hall development and business plan review.

Meetings / reporting / analysing / Partnerships
· Monthly meetings and reporting to Extended Learning Leader for School and Community Sport.
· Annual meetings with Community Users.

· Data input and analysis of Sport, Health & Well Being projects undertaken by the school.

· Termly reporting to school governors.

· Annual community report for Football Foundation and FA.

· NOF sports hall development report for Big Lottery and Sport England.

· To liaise with other leisure providers, local authorities, voluntary groups, local schools.

Health and Safety

· To ensure that the Schools Health and Safety Policy is followed.

· Review Community Health & Safety policy and risk assessments at regular intervals.

· To ensure that coaches working with children and vulnerable adults have the appropriate qualifications and DBS clearance in line with safeguarding procedures

· To be responsible for the security and maintenance of all equipment reporting damaged or lost stock.

The above list is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Extended Learning Leader for School and Community Sport 

It may be necessary to amend this job description at any time in the future but only after discussion with you and your appropriate trade union representative or friend. 
Greenfield Community College is committed to safeguarding and promoting the welfare of children and young people and expects staff to share this commitment. This post is subject to enhanced DBS disclosure and medical clearance.

Your place of work will be Greenfield Community College. The school is part of the Aycliffe and Shildon Schools Education Trust (ASSET) and you may be required to work in any of the school sites within the Trust.
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