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OB DESCRIPTION

J OB TITLE: Senior Leisure Assistant J OB NO:
. qeonsulabon grade - subect o fomal . H
GRADE: GR 3[—.“-.-'H|LIH|ZIIZZIFI under the Pay Equiby Review) DIVISION: Smt& Leisure

NO OF POSTS: 1 SECTION: Alexander Stadium

FOST REQUIRES POLICE fCRIMINAL RECORDS BUREALU CLEARANCE: NO

1.0 ) OB PURPOSE

1.1 To undertake the full range of duties of a Senior Lelsure Assistant as outlined below.

1.2 In carrying out these duties you will be the ‘team leader’ in co-ordinating and
supervising the work of New Recruits and Leisure Assistants by adopting a policy of
‘lead by example’.

2.0 DUTIES AND RESPONSIBILITIES

2.1 Co-ordinating the work pattems and practices of Leisure Assistants and New
Recruits.

2.2 Undertake own duties in a positive manner and s¢ lead by example.

2.3 Liaise with duty officer f manager on all aspects of the operation to ensure the safe and
efficient running of the service.

2.4 Be a nomirated "first aider’ and so take the lead/give appropriate supportin
emergency situations requinng first aid skills.

2.5 Undertake responsibility for one ormore areas of staff training, on a regular basis, this
will include co-ordination, preparation, monitonng and reporting procedures.

2.6 Carry out routine administrative work as may be designated including time sheets,
accident reports, repair requisitions etc.

2.7 Undertake plant operation duties.
2.8 Provide cover for Receptionists, as reguired,

2.9 Take responsibility for building secunty, as required.



Birmingham
.' ‘ City CG%nr:iI

Z2.10 Be involved in the disciplinary process.
Z2.115uch other related duties as may be fromtime to time be assigned, anse or be

developed that are consistent with the grade of the post

OBSERVANCE OF THE CITY COUNCIL'S EQUAL OPPORTUNITIES POLICY WILL BE
REQUIRED

3.0 SUPERWMISION RECEIVED
3.1 SUPERWVISING OFFICER J OB TITLE: Assistant Leisure Manager (Gr 4)
J OB NO:
3.2 LEVEL OF SUPERVISION

Left to work within established guidelines subject to scrutiny by supervisor,

4.0 SUPERMISION GIVEN (=xCludes those who are INDIRECTLY supervised 1 e through

others)
POST TITLE GRADE NO OF LEVEL OF
POSTS SUPERWVISION=
Lelisure Assistants GR2
Cleaners GR2
Receptionists GRZ
Coaches GR2
Instructors GR2

JselZ2ordasin 3z’

5.0 SPECIAL CONDITIONS

DBES check required Y es NO
for the post

Level of check Standard

required Enhanced

Enhanced with bamed list check - Adults

Enhanced with bamed list check - Children's

Enhanced with bamed list check = Adults & Children's




Birmingham
.' ‘ City Cﬂguncil

LM
—

Duties to be carmed out during evening and weekends, as required, as part of an agreed
normal work pattem. Work pattems can be changed, with due notice, to satisfy the
requirements of the service.

5.2 Working locations can be changed, with due notice to satisfy the requirements of the service.

5.3 The job holderwill be required to undertake training, as required.

Date: Sept 22 Name: Mark Byme Signature:
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Person Specification

Post: Senior Leisure Assistant Grade: GR 3
Division: Sport & Leisure Section: Alexander Stadium
Directorate: City Operations

Method of Assessment (M.0.A.) A.F. = Application Form; | =Interview;
T. =Test or Exercise; C. = Certificate; P. =Presentation.

CRITERIA ESSENTIAL

M.O.A. |
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Education/Qualifications
NB: Full regard must be paid
to overseas qualifications.

Good standard of education, paricu ally In HNeracy
dnd NUMmMercy 0 De gble D COmpie repons

Mustoe prepared o continue with on-going
nrofessional developmentwithin the role

E xperience
(Relevant work and other

L E Iy |

expenence)

ndustry Knowledge
Demonstrates previous expenence ina Marketing
role

Skills & Ability

e.g. wntten communication
skills, dealing with the public
elc.

Able to speak an appropriate standard of spoken English as
covered by Part 7 of the Immigration Act (2016)

xcellent customer service skills
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Ability o work in stresstul situat ons
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Training

Demonstrate a willingness © undertake raining
dpproprate o e post

Other

* You must have flexible working pattern to fitin with

et L L3

noliday/evening/weskend work may be required).

All staff are expected o understand ano e committed o Eoual Ooportunibe

N 2mMployment and service aelivery.
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Date:

Name:

Signature:

Date reviewed:

Name:

Signature:




