Leisure/ Community Assistant
Job Description
JOB TITLE:
Community /Leisure Assistant




GRADE:   





  

                                   
 


SITE:         


                                                                

JOB PURPOSE
To deliver a quality service to our Community Users.
MAIN DUTIES AND RESPONSIBILITIES
1.
Ensure customers receive a quality service by showing a positive, helpful and friendly attitude in response to queries/complaints concerning the community programme and use of the school site.

2.
Ensure facilities are clean, safe and adequately equipped.
3.
Take bookings, and deal with cash payments as and when required.

4. 
Project and uphold a positive image of the school through good public relations.

4.
Identify and report faults/damage to either equipment or building fabric to the Site/Duty Officer.

5.
Be responsible for the health, safety and welfare of all users, including colleagues in accordance with the Health & Safety and Safeguarding Policies.

6.
Ensure the safe and correct use of all equipment, both by staff and users, in compliance with health and safety legislation / guidelines.

7.
Undertake appropriate action in emergency situations, in line with site Normal Operating Procedures and Emergency Action Plans and with reference to incidents requiring first aid treatment, do so in support of the nominated 'First Aider' on duty.

8.
Such other related duties as from time to time may arise or be assigned and that are consistent with the grade of the post.

TITLE of JOB to WHICH THIS NORMALLY REPORT

Community/Facility Manager or Business Manager
NUMBER and NATURE of EMPLOYEES SUPERVISED
Trainees and work experience placements.

SPECIAL CONDITIONS
1.
Duties to be carried out during evenings and weekends, as required, as part of an agreed normal work pattern.

2. Working patterns can be changed, with due notice, to satisfy the requirements of the service.  

3. The job holder will be required to participate in site staff training and attend modular training, as required. 

4. The job holder must wear the designated uniform provided when on duty and follow appropriate code of appearance.

PHYSICAL CONDITIONS
(i)
Hours:                        (ii)
Workplace:   

PEFORMANCE REVIEW

An individual Performance & Development Review will take place bi-annually

EQUAL OPPORTUNITIES IN EMPLOYMENT POLICY STATEMENT
