The Roseland Multi-Academy Trust

JOB DESCRIPTION
Job Title:
Community Sports Hub Manager 

Grade:





H (Points 1-6)

 





Salary Range £22,091 - £26,619 per annum
52 weeks per 

 
Employment




52 weeks per year
 






37 hours per week including holiday, weekend, evening and early 

 






morning working as required / operational hours according to weekly 

 






rota
Holiday Entitlement
Holiday Entitlement 



28 days including bank holidays
Responsible to:




Chief Executive Officer / Chief Financial Officer / Chair of the Trust 

 





Board, Headteacher of Treviglas Academy
Supervisory Responsibility:


Sports Hub Fitness Supervisors and Instructors  

Important Functional Relationships:
Internal: CEO, CFO, Headteacher and Leadership Team of Treviglas Academy, HR Manager, Fitness Supervisors, Site Team, Central Services Team, staff and students of Treviglas Academy, Trust partners, Trustees.

 
External: Other schools and colleges, suppliers of goods and services, parents/carers, visitors and clients of the Hub.

Main purpose of the job:

As Community Sports Hub Manager, you will:

· lead and manage the smooth and profitable day to day operations of the Sports Hub and fitness facilities, including health and safety, financial planning and procedures and customer service;

· promote, coordinate and provide fitness and sporting opportunities to individuals/groups at all abilities and ages and to enhance the sporting experience of Sports Hub members;

· manage a team of fitness supervisors and develop and implement growth strategies for increasing membership levels;

· inspire and motivate your team to deliver appropriate fitness and performance programmes, increasing levels of customer service, devise systems for enhancing client interaction with the Sports Hub and ensure a highly professional and friendly provision for the local community;
· regularly review and implement strategies for ensuring equipment is maintained and good quality, that health and safety is prioritised and users are appropriately inducted and supervised at all times;

· develop and implement clear social media and marketing strategies to engage new audiences;

· effectively lead, develop and promote opportunities which encourage community participation in sport, health and fitness, youth and community activities.
Duties and responsibilities:
· Develop, maintain and administer a business plan for the Sports Hub including budgets and marketing, identifying opportunities to maximise the use of the fitness centre and sports pitches within approved financial resources.
· Plan and deliver a fully comprehensive Sports Hub timetable which provides an exceptional customer experience.
· Create and manage the staff rota.
· Deliver classes and activities as required.
· Ensure the Sports Hub operates efficiently, effectively and profitably to achieve required levels of income.
· Identify and successfully apply for funding streams to further enhance the current facilities for the benefit of the local and wider communities and to ensure optimal community engagement.
· Drive membership growth through effective marketing management.
· Manage the Sports Hub external funding and fulfil the national monitoring requirements in consultation with the Chief Financial Officer and Management Accountants.
· Implement a programme of continuing professional development for Sports Hub employees and ensure staff are fully qualified for the areas of their delivery.
· Line management, to include induction, probationary reviews and performance management (appraisal) of Sports Hub Fitness Supervisors.
· Care and maintain the facilities to ensure an exceptional high standard of presentation and cleanliness. Ensure equipment is in safe condition and maintained regularly.
· Develop strategies to ensure the wider community aspects of the Sports Hub impacts upon the school development and improvement plans.
· Build and maintain strong working relationships with the Sports department at Treviglas Academy as well as build links with other members of staff/departments within the Trust.  

· Advocate within the wider community and within the school the vital contribution that physical education and sports can play in young peoples’ wider education, development, wellbeing and achievement working closely with the Head of Department: Sport.
· Develop effective strategies to share best practice in relation to Sports Hub programmes and initiatives that can contribute Trust wide. 
· Establish effective communication channels for communicating Sports Hub programmes and initiatives to both academy staff and the wider community. 

· Liaise with Treviglas Academy for all staff recruitment and staffing policies and procedures, to enable the school to fulfil its safeguarding obligation for an accurate and up to date Single Central Record.

· Submit accurate and timely payroll information on a monthly basis (and as and when requested) to Treviglas Academy (to include claim forms for staff overtime payments) to enable Sports Hub casual staff to be paid on time. 

· In line with national, regional and local strategies, utilise networks, resources and programmes to support the delivery of the Sports Hub programmes, projects and initiatives.
· To play a full part in the life of the Sports Hub and to follow the school and Trust’s vision and values.

· Coordinate the evacuation of the Sports Hub in case of emergency.
· Report all faults, damage to equipment or building fabric to Treviglas Academy.
· Perform CPR, first aid, or other emergency procedures if needed.

· Follow all health and safety regulations when working with equipment and undertake Risk Assessments as appropriate.  Ensure your staff also comply with all health and safety regulations. 
· Attend meetings as appropriate and assist with duties when required.
Other:
· To have professional regard for the ethos, policies and practices of the school and Trust.
· Perform any reasonable duties as requested by the Headteacher/CEO/CFO.
· To carry out administrative tasks associated with all of the above duties.
· The post-holder is responsible for his/her own self development on a continuous basis.
· Be aware of, and adhere to, applicable rules, regulations, legislation, policies and procedures within the school/Trust including health and safety, safeguarding, equality and diversity, equal opportunities and general data protection regulations.

· Maintain confidentiality of information acquired in the course of undertaking duties for the school/Trust.

· This role will be based at Treviglas Academy but you may be required to work at any other premises occupied by the Trust or any of the employer’s academies within mid-Cornwall as directed by the employer.      
· To undertake all statutory functions relevant to the role and other duties appropriate to the grading of the post as required.          

The Roseland Multi Academy Trust is committed to safeguarding and promoting the welfare of children, and expects all staff to share this commitment. Everyone who comes into contact with children and their families and carers has a role to play in safeguarding children. In order to fulfil this responsibility effectively, all professionals should make sure their approach is child-centred. This means that they should consider, at all times, what is in the best interests of the child.

PERSON SPECIFICATION

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Relevant Experience


	· Successful management experience.

· Ability to work with young people and adults from beginner to advanced levels of fitness experience.
	· Successful management experience gained in a sporting/community environment.

· Financial control responsibility and cash management

· Responsibility for delivering effective marketing campaigns

· 
	Application

	Education and Training


	· Attainment of GCSEs or equivalent (educated to level 2 standard) to include Maths and English.

· Experience in fitness instruction and personal training certification

· Sporting industry qualifications
	· First Aid Certificate/CPR trained
· Relevant degree in sport/leisure/recreation
· Safer recruitment training

· Safeguarding training


	Application 

	Special Knowledge and Skills


	· Excellent teamwork and leadership skills
· Effective time management and organisation skills

· Excellent written and verbal communication skills 

· Relevant ICT and administrative skills
· Ability to organise and plan work, timetables and staff rotas and enjoy multi-tasking
· Calm, patient and positive when dealing with/instructing clients and staff
	· Experience and skilled in use of social media to generate membership growth

· Passionate about delivering high quality services
	Application 
Interview

	Behaviours and values 


	· Loyal, friendly, cheerful, positive and self-driven 

· Strong work ethic and positive attitude
· Solution-focused

· Keen eye for detail

· Willing to work early mornings, evenings, weekends, holidays and undertake emergency staff cover
	
	Application 

Interview


