Example job advert for website


Community Facilities Manager - Job Description

The school is committed to safeguarding and promoting the welfare of children in our care.
Post title:

Community Facilities Manager
Reporting to:



Salary / Grade:


Disclosure level:
Enhanced

Working time:
Operational hours: 

Monday to Friday:

6pm to 10pm (excluding Bank Holidays)

Saturdays and Sundays:
9am to 10pm

Mondays to Friday:

9am to 10pm (excluding Bank Holidays)

Normal working hours 36.5 hours per week. All year round. Flexibility to attend any other meetings/events outside normal working hours when required is essential    
Direct report(s):
Community Assistants / Fitness Intructors etc.
Core purpose:
To manage, promote and develop the community use programme at XXXX School 
Core responsibilities:


Community Programming

· In liaison with line manager, develop programmes that meet the needs of our students and the local community including those who are disadvantaged. 

· Work with internal and external partners to continually develop a robust programme of activities that reflects the needs and aspirations of community users.

· Provide opportunities which encourage community participation in sport, health & fitness, youth, educational and community activities. 

· Support the planning, implementation and review of a community use development plan.
Budget Management & Financial Control

· Work within approved financial resources.

· Achieve required levels of income generation.

· Routinely monitor and control financial performance against set targets providing regular feedback to line manager.

Facility Management & Operation
· Be responsible for the security of facilities as required.

· Liaise and work with the school and Community Use team.

· Provide professional management support, advice and guidance.

· Develop clear pathways for club links working in partnership the local sporting networks.

· Provide regular reports, updates and recommendations to senior leadership team and Governors/ Trustees as requested.

Staff Management

· Be responsible for the recruitment of staff, in accordance with the school’s procedures and with support from line manager and HR.

· Be responsible for the safety and welfare of staff, liaising with the Site Manager/Business Manager.

· Performance manage staff in line with the School’s policy.

· Ensure appropriate support and training is identified and undertaken.

· Allocate duties and responsibilities as required, to include the planning and allocation of work as well as checking & evaluating.

Health & Safety (in consultation/liaison with Site Manager)
· Comply with Statutory Regulations / Legislation /Codes of Practice as well as Risk Assessment Protocol, with input from PE department.
· Ensure that staff under your supervision are aware of their Health & Safety responsibilities and in the delegation of duties, ensure that all necessary steps are taken to ensure reasonable health and safety compliance.

· Ensure a safe and healthy environment is maintained for you, other staff and members of the public.

· Maintain qualifications in line with statutory and school policy and risk assessment requirements, ensuring HR are informed and provided with confirmation of achievement/renewals.
· Identify and report faults/damage to equipment or the building fabric as appropriate.

· Ensure safe and correct practices are undertaken with all equipment, both by staff and community users, in compliance with Health and Safety Legislation/Guidelines.

· Ensure that robust procedures are in place for the implementation, monitoring and review of all health and safety standards and requirements.

Customer Service & Quality Standards

· Work to deliver quality customer services.

· Monitor quality standards against performance targets.

· Uphold and promote Customer Service Excellence.

· Communicate and manage service standards of staff under your supervision.

· Respond to compliments, comments and complaints as specified within policy.

· Ensure that high levels of cleanliness are maintained at all times and facilities are always well presented.

Marketing & Promotion (in consultation/liaison with Schools Communications Officer)
· Develop, implement and review a marketing plan for community use.

· Promote the school’s community brand and services.

· Present a positive image and uphold good public relations.

· Ensure promotional and marketing material is current, relevant and correctly displayed.

· Undertake regular meaningful consultation to monitor performance against set standards. 

Corporate protocol

· Promote and maintain the School’s policies and procedures.

· Promote equality of opportunity in all aspects of work.

· Safeguard and promote the welfare of children, young people and vulnerable adults in our care.

· Undertake your work in an honest and courteous manner, and to a high standard of behaviour as set out in XXXX Code of Conduct policy statement.
Other duties

· Such other duties that from time to time arise develop or be assigned and that are consistent with the grade of the post.
General 

a) Attend meetings as requested.

b) Assist with on call duties if appropriate.

Level of supervision:

Plans own work to ensure the meeting of defined objectives, with an overview from Line Manager
Other responsibilities

School ethos and culture:

· Promote the school’s ethos and culture to the broader community to raise local expectations.

· To adhere to the ethos of the school:

a) To promote the agreed vision and aims of the school;

b) To set an example of personal integrity and professionalism;

c) Attendance at appropriate staff meetings and events.

Developing self and working with others:

· Treat students, staff, parents and members of the community fairly, equitably and with dignity and respect to create and maintain a positive school culture. 

· Regularly review own practice, set personal targets and take responsibility for own personal development.

· To undertake appropriate professional development including adhering to the principle of performance management.

Securing accountability:

· Provide the Head Teacher and Governing Body/ Trustees with any information and support to enable them to meet their responsibilities.

Strengthening community:

· Create and maintain an effective partnership with key contacts in the local community to build effective working relationships.

Additional duties:

· To be aware of safeguarding and promoting the welfare of children and to report any concerns in accordance with the school’s community safeguarding policies. 

· To comply with the school’s Health & Safety policy and statutory requirements.

· To undertake any other duties not detailed above commensurate with the level of the post. 

While every effort has been made to explain the main duties and responsibilities of the post, each individual task may not be identified. Employees will be expected to comply with all reasonable requests from the Head Teacher to undertake work of a similar level that is not specified in their job description.

Personal specification

XXX School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. An Enhanced DBS check is required for the successful applicant.

Post title:

Community Facilities Manager
	Attributes tested by Application, Interview, Task and References 
	Essential E/ Desirable D

	Qualifications 
	

	· To have sufficient educational ability to compile reports and undertake statistical analysis of budgetary information.

· First Aid at work qualification or be prepared to undertake such a qualification.
· Degree (or equivalent) in Sport/Leisure

· Management qualification
	E

E
E
D

	Skills and Abilities
	

	· Strong listener and communicator who can effectively convey information at an appropriate level.

· Analytical thinker with strategic vision and creative talent for identifying and improving work processes.

· Computer-literate performer with software proficiency in XXXXX applications.

· Ability to work in a pressurised environment and manage competing priorities whilst delivering on a broad range of tasks and adapting to changing circumstances and priorities.

· Proven relationship-builder with both internal and external collaborators with strong interpersonal skills.

· Goal-driven leader who maintains a productive climate and confidently motivates, mobilises and coaches partners to meet high performance standards.

· Personable professional whose strengths include cultural sensitivity and an ability to build rapport within diverse multicultural settings.

· Innovative problem-solver who can generate workable solutions: resolve concerns and complaints, through effective use of own initiative.
· Team player who is strong at building trusting relationships with customers and colleagues.
· Demonstrates a flexible approach to work to enable effective delivery of programme.
	E

E

E

E

E

D
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	Experience
	

	· Experience of working in a Leisure Centre/Community Leisure Centre environment, with the knowledge of operating a fitness suite (if relevant)
· Experience of managing people in diverse functions 
· Experience of managing a budget and working within specified financial procedures.

· Successful track record of leading/working in a team which successfully implemented a revised programmed which improved service quality and standards.

· Experience of working within and implementing HR policies and procedures.

· Working knowledge and understanding of health and safety legislation, to include undertaking risk assessments.

· Experience of leading/working in a team to develop and implement a diverse service programme that meets the needs of the local community.
· Experience of driving forward a business led marketing approach in a dual use community leisure facility.
	E

E

D
E
D
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E
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	Training and Development
	

	· A commitment to attend and support training appropriate to the job.

· A commitment to the ongoing training and development of self and others.

· A commitment to obtain a management qualification.
· A commitment to obtain the Institute of Customer Service award.
	E

E

D
D
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