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Job Description
Duty Manager
Level: 5
Responsible To:   					Responsible For:
Senior Duty Manager				                Leisure Attendants	
About the job:
As part of the Council’s Leisure Services team, the Duty Manager will manage the facility on a day to day basis ensuring all activities are delivered to a high standard with safety as the first priority. The role will involve customer interaction as well as the deployment and on-shift supervision of the leisure attendants and cleaner. 
Role:
To ensure that the Leisure Centre is opened and closed in accordance with procedures and monitor the security of the building during all opening hours.
Responsible to the Senior Duty Manager, you will work alongside other Duty Managers to lead, direct and motivate operational staff including Leisure Attendants and Cleaners to ensure a quality service delivery for all users.
To inspect and monitor all areas of the centre throughout the day and designate staff to routine duties as required, deploying them to respond to any issues identified. You will communicate clear instructions to ensure staff fulfil their roles in an efficient and safe manner to meet the daily requirements of the leisure centre. 
To control and manage events such as accidents and emergencies and, ensure compliance with statutory requirements, health and safety and company policies and procedures.
To maintain a high profile throughout the facility and respond positively to customer needs, expectations and comments and ensure excellent housekeeping is maintained by staff.
To undertake cash and transaction reconciliation and ensure cash security is maintained and  financial procedures are complied with.
Attend any relevant training sessions in order to demonstrate competency within the role and maintain valid qualifications.
Undertake any other duties as required within the Centre as directed by the Senior Duty Manager.
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Responsibilities:

Team:
· You will proactively lead your on shift team members to work collaboratively to prioritise tasks and objectives.
· You will always support and respect your colleagues, providing clear direction to Team members.
· You will work together to share knowledge and experiences to improve the Leisure Centre service.
· You will participate in development activities as required.

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.
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Qualifications
The Duty Manager will possess a Royal Lifesaving Society National Pool Lifeguard
Qualification, a Pool Plant Foundation Certificate (where appropriate) and a First Aid at Work
Certificate. The following are also desirable:
· An IOSH Managing Safely Certificate (or equivalent)
· Level 3 Qualification in a relevant discipline
· Pool Plant Operator Qualification

Experience
· Experience in leisure industry or a service led background.
· The Duty Manager will have experience of facility management at a supervisory level and confidence in applying management systems. 

Knowledge 
· Knowledge of the leisure industry.
· Knowledge of Health & Safety at work legislation and its practical application.

Skills & Abilities
· [bookmark: _Hlk3464753]Work across teams in a positive and constructive manner to achieve results.
· Excellent planning and organisation skills.
· Use of IT systems.
· Can demonstrate flexibility and adaptability to meet the needs of the customer and service.
· Customer care and excellent communication skills.
· Ability to remain 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 detail with customers of all age groups and levels of ability.
· Ability to lead and supervise on shift 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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