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Job – Operations Coordinator
Full Time: Average of 37.5 hours per week including early/late weekday shifts and weekend shifts
Salary: Equivalent to NJC Scale 4 £26,754 pa 
Unsocial hours payment of £20 for shift which starts at 0500 (Fridays only)
Unsocial hours payment of £5 for shifts which start at 0545 (other weekdays)


Shift details
This role will be part of the Birtley Community Pool management team and across the management team there will be a split of shifts across the full opening times of Birtley Community Pool, this includes shifts with early morning starts, late night finishes and weekends.  You will report to our Senior Operations Manager.
All shifts include a half hour for lunch which is unpaid.  
Role Summary
We are looking for an experienced, enthusiastic and flexible Operations Coordinator with a “can do” attitude to join our team.  Those who have a customer focused approach and are proactive in managing and co-ordinating all aspects of a service, including following relevant legislation and maintaining high standards of health and safety and cleanliness, are encouraged to apply. A commitment to continuous professional development (CPD) is necessary and knowledge of Health and Safety standards.
Qualifications for the Role:
· Essential 
· At least one year of experience of leading and supervising staff.
· At least one year of experience managing and maintaining buildings and facilities including cleaning and maintaining equipment. 
· Desirable
· A valid Royal Life Saving Society (RLSS) National Pool Lifeguard Qualification (NPLQ) or equivalent.
· National Pool Plant Operator Certificate, or significant experience of operating pool plant and willingness to undertake this certification.
· Health and safety qualification (eg IOSH)
· First Aid at work qualification
· Safeguarding children certificate
Please see job description and personal specification for further information.
Birtley Community Aquatic Centre
Job Description – Operations Coordinator
Responsibilities include (but are not limited to): 
Operational Responsibilities:
· Supervising and co-ordinating other staff, volunteers, contractors and members of the public whilst planning, delivering and monitoring daily activities. 
· Maintaining and operating the pool plant.
· Carrying out pool water quality tests at regular times during the day
· Designated fire warden when on shift, being the designated individual responsible for co-ordinating the safe and effective evacuation of the centre, whilst following a protocol, to maintain the safety and welfare of all staff, customers, members of the public and anyone else within the site. This will include undertaking audits and further training and ensuring compliance with guidelines, policies and procedures.
· Designated safeguarding officer when on shift, all safeguarding procedures to be followed.
· Always engaging with customers in a polite, respectful and positive manner, including responding to any customer complaints, queries or suggestions proactively and promptly. 
· Liaise with customers and supervise staff, contractors and volunteers at all levels within the community asset. This includes providing a safe, friendly and efficient environment for customers and contractors accessing the building, including the reception activities. 
· Assist with delivering staff training sessions to Leisure Attendants. 
· Managing compliance with Health and Safety legislation at the Centre, including ensuring the lifeguard rota is followed, required rest breaks are taken, cleaning and safety checks of facilities and equipment are completed, documented and records kept safe.
· Undertaking a range of daily tasks fundamental to the safe and effective operation of the pool as required by risk assessments, Standard Operating Procedures (SOP) and Emergency Action Plans (EAP), including customer-facing activities and general building maintenance responsibilities. Ensuring tasks are completed safely, within a set time to an expected standard and working within COSHH guidelines when using and storing chemicals. 
· Carrying out the daily till reconciliation, serving customers using the reception tills, updating memberships and taking bookings whilst adhering to GDPR and data protection legislation.
· Contributing towards improving the operational performance of the centre, including providing innovative ideas to attract and retain customers to the centre and to improve operational performance. 
· Assisting with implementation of new working practices including working on specific projects to enhance the centre. This includes reviewing the company’s policies and procedures on a regular basis, ensuring they remain legal and up to date.
· Assisting with the recruitment and development of staff and volunteers, providing advice, support and guidance within the business. 
· Assisting the Senior Operations Manager and Business Support Manager in ensuring that all staff hold and retain the relevant qualifications for their role.
· Showing commitment to continuous professional development (CPD) relevant to the post. Maintaining own current National Pool Lifeguard qualification and other qualifications necessary to ensure compliance with the requirements of the role.  
· Being the designated first aider when on duty. The designated first aider should be aware and support any incidents, including ensuring appropriate medical treatment and advice sought, ensuring clear and accurate documentation completed, and reporting accidents to the appropriate organisation in a timely manner.
· Being familiar with the work of staff/volunteers and provide support and assistance as necessary to promote teamwork in the provision of a good quality health, fitness and leisure service. This will include undertaking staff rostering when requested by the Senior Operations Manager and covering staff sickness/other leave at short notice.
· Working flexibly whilst on a shift rota which may include additional shifts when covering holidays and illness. This includes covering for other staff members, holding keys, following ‘opening up’ and ‘closing down’ procedures and attending alarm call outs.



All of the above duties and responsibilities specified above may vary as need dictates. Members of our team are expected to undertake other duties relevant to their position as required. These duties should be within the remit of the employee or volunteer’s role. 
Equal Opportunities: The post holder must carry out their duties with full regard to Equal Opportunities legislation and best practice. 
Disclosure & Barring Service: All appointments are subject to the satisfactory outcome of an enhanced DBS check.
Organisational Structure: The Operations Coordinator will report directly to the Senior Operational Manager and be responsible for oversight of operations whilst on duty. The Operations Coordinator will have manager responsibility for all of the Leisure Attendants. The Operations Coordinator will be responsible for supervising the activities of all leisure attendants, and volunteers as required whilst on duty and also for maintaining the safety of contractors onsite. The Operations Coordinator will take on their fair share of responsibilities connected with running the pool.
Birtley Community Aquatic Centre
Personal Specification – Lead Leisure Attendant
	
	Essential
	Desirable
	Identified by:

	Qualifications and Knowledge
	· Experience of managing and supervising staff. 
· Experience managing and maintaining buildings and facilities including cleaning and maintaining equipment. 
· A minimum of a GCSE in Maths and English at grade A-C (or equivalent).
· Ability to read, understand and follow policies and procedures.
· Willingness to undertake and deliver staff training and CPD.
· IT literate.
· 
	· Current RLSS National Pool Lifeguard Qualification or equivalent.
· National Pool Plant Operator Certificate or significant experience of operating pool plant and willingness to undertake certification.
· First Aid at Work Qualification.
· Safeguarding Children Certificate.
· Qualified with experience of delivering First Aid at Work and NPLQ courses to external attendees.
· Institute of Occupational Safety and Health Qualification (IOSH).
· Experience of working in an administrative role
· A good understanding of Health and Safety in the public and private sector.
· Experience of leading and supervising staff in a leisure facility
	· Supporting documents.
· Application form
· Interview.

	Attributes
	· Organised and effective team player.
· Able to meet deadlines.
· Good verbal and written communication skills.
· Ability to work with a variety of people from all walks of life.
· Flexible and willing to undertake new and other tasks as required in a safe manner.
· Able to solve technical issues relating to operations, customers and employees.
· Evidence of continuous professional development 
· Able to assist with training and CPD as required.
· Computer literacy, able to learn new systems quickly.
	· Able to liaise with contractors. 
· Experience of organising, promoting and managing new activities and one-off events like pool parties.
· A desire for continuous self-improvement.
· Full UK Driving License and use of a vehicle (to get to site during alarm call outs).
	· Supporting documents.
· Application form
· Interview.

	Personal Skills and Qualities
	· A proactive, customer focused approach, with experience of resolving customer queries and issues
· Self-motivated to work individually as well as part of an effective team.
· Punctual always.
· Solving problems, and ability to organise and plan to prevent problems and achieve outcomes.
· The ability to meet the needs and requirements of the customer in all aspects of the business.
· Ability to follow set down procedures and have an input into improvement of systems when required.
· Ability to identify and report matters of relevance to line manager.
· Ability to adapt to change as required.
· Pro-active and skilled at motivating others.
· Willingness to work outside normal working hours including early mornings, late evenings and weekends when required.
	· Enthusiastic about swimming.
· Able to demonstrate commitment to an organisation.
· A willingness to improve and develop the centre.
	· Supporting documents.
· Application form
· Interview.
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