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Assistant Contract Manager
Level: 12
Responsible to:   			 Responsible for:
Leisure Contract Manager                              Facilities Manager                        
                                                                        Aquatics Manager
                                        Sales & Retail Co-ordinator
                                          Group Exercise Co-ordinator
About the Job:
As part of the Chorley Leisure team, the Assistant Contract Manager will support the Leisure Contract Manager in overseeing the operational and commercial performance of the business. They will ensure both high levels of safety, service and standards are met and will facilitate the growth of the company’s leisure services to the public. The role requires strong leadership of the operational and commercial teams whilst delivering on key objectives for the centres and their users.

Role:
The Assistant Contract Manager is responsible for supporting the Leisure Contract Manager with all aspects of the business both commercially and operationally, deputising for the Contract Manager in their absence and leading, coaching, developing and inspiring a large management and front-line team to deliver a fantastic customer experience. 
Organise regular meetings across all sites and ensure effective communication within the teams, undertaking regular individual and team briefings and resolving issues as required in line with the Council and Company’s HR policies.
Take a no compromise approach to Health and Safety, accountable for ensuring the continued review and updating of all Health and Safety policies and procedures including incidents accidents and emergencies. Manage the Facility Manager to ensure compliance with statutory requirements, health and safety and company policies and procedures. 

Responsible for ensuring the company’s Planned Preventative Maintenance (PPM) schedule is delivered on time, and all reactive maintenance is reported and completed in a timely manner, through effective management of the Facilities Manager.

To be commercially focused with experience of delivering both short- and long-term profits with the customer experience remaining central priority. Accountable for budgets including staffing, supporting the operational and commercial teams to deliver on KPIs and income/expenditure targets, approving purchase orders and the payment of invoices. 
Manage the Aquatics Manager, Sales & Retail Co-ordinator and Group Exercise Co-ordinator to develop and deliver balanced and varied activity and aquatics programmes. Co-ordinate and oversee the delivery of a company marketing plan, maximising participation and retention and identifying opportunities to improve the company’s financial performance.



As the Performance Collection Officer, you will develop, implement and review written procedures and submit data via the Council Performance Management system. Identifying appropriate collection methods of Qualitative & Quantitative data aligned to the strategic Key Performance Indicators.
Lead the centre’s environmental and sustainability strategy and support the wider business to meet the requirements of the Service Specification and facilitating projects to achieve our strategic objectives and targets. 

Undertake regular audits and inspections across the contract to measure, monitor and improve Safety, Service and Standards across the contract. [image: A white frame with red and yellow circles
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Description automatically generated]Oversee the GRACE and CONNIE corporate registers for Leisure, regularly reviewing and updating the risk assessment and actions plan as required.
Undertake any other duties as required within the Leisure Service as directed by the Contract Manager or Board of Directors
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Team:
· You will proactively lead your Team members to work collaboratively to prioritise tasks and objectives.
· You will provide clear direction and communication to team members and monitor performance.
· You will support and respect your colleagues at all times.
· You will work together to share knowledge and experiences to improve the Leisure Centre service.
· You will participate in development activities and projects as required.
· You will support the Leisure Contract Manager as required to undertake specific tasks.

Corporate:
· You will carry out your duties and responsibilities in line with the Health & Safety Policy and associated legislation.
· You will actively engage with customer care, value for money and performance management.
· Your duties will be carried out in line with our equality scheme.
· You will be compliant at all times with GDPR and data protection legislation.
· In line with the Digital Strategy you will actively support the use of digital systems in all aspects of work.
· Compliance and commitment to Council’s Safeguarding Policies and relevant legislation
· All other duties and responsibilities as appropriate for the post to be carried out effectively.

Organisational:
· You will be prepared to take on responsibilities and projects that may be outside of your normal work area but are relevant to your role.
· [bookmark: _Hlk1381256]You will support an inclusive culture which provides opportunities for everyone to participate and progress.
· You will support effective relationships across all Directorates, with stakeholders, external partners and the public to ensure the Council’s priorities and objectives are met
· To adhere to the Council’s Data Quality Policy at all times by ensuring the high standard and accuracy of information is produced by the postholder, and to undertake any roles and specific duties in line with the Council’s Data Quality Policy and Performance Management Framework.
· You will positively promote and represent the Council at all times






























What the successful candidate will have:

Qualifications
· NEBOSH General Certificate or above (or equivalent H&S Qualification)
· Holding a National Pool Lifeguard Qualification either currently or in the last 5 years is desirable


Experience
· Experience managing financial controls and P&L
· Experience managing a team within a high risk, customer focused environment
· Experience of people management

Knowledge 

· Knowledge of the leisure industry, including pool facilities, RLSS and Pool Plant Operator guidelines
· Knowledge of ‘HSE HSG179 – Health and Safety in Swimming Pools’ and its implementation
· Knowledge of Health & Safety at work legislation and employment law and its practical application.
· Knowledge of Swim England, UKActive and FA guidance for delivering leisure activities


Skills & Abilities
· Use of IT systems
· Customer care and communication skills.
· Problem solving
· Strong staff supervisory skills
· Organisational ability
· Report writing and presentation of written material
· Ability to be calm and in control in pressurised situations such as emergencies
· Ability to set and achieve high standards of centre cleanliness and presentation
· Strong health and safety awareness
· Ability to deal with customers of all age groups and levels of ability
· Ability to lead and supervise other team members
· Display a high degree of initiative and, personal integrity and motivation.



You will play a key part in our organisational culture:
FORWARD THINKING – Looks ahead to the consequences of decisions and actions

RESPECT – Considers impact of all actions on the customer

PROFESSIONAL – Demonstrates high standards of professional behaviour and integrity

PRIDE – Creates a positive and upbeat culture amongst colleagues

ONE TEAM, ONE COUNCIL – Takes initiative to seek out and communicate information relevant to own and team role
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