JOB TITLE:


 SENIOR LEISURE ASSISTANT
GRADE


 SCP 19 - all inclusive including flexible work pattern

RESPONSIBLE TO:
 FACILITY DUTY MANAGER
PURPOSE:

To assist the Facility Duty Manager in the efficient and effective day to day operation of the designated leisure centre, in the achievement of a high standard of customer service experience

DUTIES AND RESPONSIBILITIES:

1.
To assist the Facility Duty Manager in delegating duties and supervising all staff under their supervision. 

2.
Support the Facility Duty Manager by completing shift patterns rotas ensuring the appropriate level of staff are on duty for their shift to provide a safe and effective service to the customer.

3.
Ensure that work delegated is carried out to the highest standard.

4.
Work as part of the team.

5.
Ensure that all new staff under their supervision have received full induction training and appropriate documents are made available and recorded.

6.
Ensure that all staff under their supervision are aware of and comply with the facilities Code of Practice, and Health and Safety policy.

7.
Provide staff with the opportunity of, and take part in, appropriate training sessions regularly in line with training plan guidelines.

8.
Administer first aid as required to employees and members of the public.

9.
Assist with responses to enquiries and complaints by members of the public effectively in line with Renfrewshire Leisure's Customer Service systems and procedures.

10.
Assist the Facility Duty Manager in enforcing the management rules and regulations and admissions policy for Renfrewshire Leisure.

11.
Ensure that occupancy levels are maintained at defined limits and inform the Facility Duty Manager if any reviews are required.

12.
Responsible for completing daily audit checks of all areas and delegating duties/recording defects as a result of inspection.

13.
To ensure that set standards of performance are achieved and advise the Facility Duty Manager when standards are not met.

14.
Issue stock to staff as required and inform the Facility Duty Manager regularly of the need to replenish stock.

15.
Assist the Facility Duty Manager in ensuring that time sheets are completed by all staff under their control and submitted timeously.

16.
Advise the Facility Duty Manager of operational issues and problems and recommend appropriate actions and solutions on such issues and problems

17.
Maintain a seven day flexible working pattern between the hours of seven am and eleven pm to meet the needs of the service or as requested by line management.

18.
Undertake any other duties appropriate to the post and in line with the needs of the service.

Maintain a 7 day flexible working pattern between the hours of 7am and 11pm to meet the needs of the service or as requested by line management.
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