
Job Description and Person Specification
Job details
Job title: Sports Assistant
Grade: NNC Band 01 £25,583 - £25,989 (Pro rata) 
Reports to: Duty Manager
Responsible for: N/A
Directorate and Service area:  Public Health/Communities & Leisure – NNC Leisure Services 
Purpose of the job 

To support and undertake a range of duties throughout Lodge Park Sports Centre in both internal and external areas of the facility. 

The post holder will be responsible in ensuring the smooth and efficient operation of the leisure facility, delivering high-quality customer service while maintaining a safe and welcoming environment for all users. This includes supporting the day-to-day activities of the facility, assisting with fitness operations, overseeing the safety and wellbeing of the public, and contributing to the cleanliness and maintenance of the premises. Additionally, this role, also supports events and activities, provides first aid when required, and ensures adherence to health and safety guidelines. The role is essential to delivering an excellent customer experience, promoting a safe and enjoyable leisure environment, and upholding the facility’s quality standards.
Principal responsibilities 
This list contains the main duties required of a Sports Assistant, but is not an exhaustive list :

1. Follow daily duties and emergency procedures as outlined in operating plans.
2. Maintain high standards of customer care at all times.
3. Support the achievement of quality awards (e.g., Quest).
4. Assist when needed in the gym and front of house. 
5. Adhere to Health and Safety policies, set out by NNC. 
6. Participate in annual performance reviews.
7. Perform cleaning and maintenance checks to facility standards, following guidance from daily / monthly check sheets and the Duty Manager. 
8. Ensure safety and prevent misuse or damage to equipment.
9. Conduct routine checks of the facility and report damages to management team.
10. Record & report accidents and maintain relevant records.
11. Stock and maintain vending machines.
12. Help with event setup and takedown.
13. Administer First Aid as needed.
14. Assist with delivery and management of supplies.
15. Provide coaching and fitness inductions once qualified.
16. Perform additional tasks as and when assigned by the management team. 
17. Prioritise health and safety, ensuring compliance with NNC policies. 

This role involves customer service, facility maintenance, safety management, and event support, ensuring smooth operation and a positive experience for facility users.



Additional Notes:

The post holder will be able to receive additional training and other qualification opportunities within the role.
	-Stand in Duty Manager Training (In house training)
	-First Aid at work 
	-Apprenticeship qualification opportunities
	-Introduction to pool plant (in house training) 
	-Various Coaching Qualification opportunities.

The role requires the post holder to work a shift system, which may be adjusted as necessary to meet the demands of the service. The salary grade accounts for this requirement.

Working hours will include all facility opening times, including on bank holidays.

Overtime will be paid at the basic hourly rate.

The post holder may be asked to work at other facilities within North Northants Council as needed.

The post holder is required to attend all relevant training related to the operation of the facility.

General responsibilities applicable to all jobs

1. Comply with the Council’s policies and procedures including (but not limited to) safeguarding, financial regulations, promotion of equalities, customer care, agreed audit actions and health and safety (ensuring that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons).
2. Carry out any other duties which fall within the broad spirit, scope and purpose of this job description and which are commensurate with the grade of the post.
This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which they will be required to work.  In the interests of effective working, the major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.

Miscellaneous

If and when qualified on becoming a Stand in Duty Manager, the relevant pay supplement will apply for taking on this added responsibility.
The post holder would be required to complete training and keep training required of the post up to date. This may include but not limited to:
· First Aid Training
· Defibrillator Training
· Mental Health Awareness.
· Customer Focus and Engagement.
· Stand in Duty Manger Training.
· Online training via our online training portal. (Manual Handling, Data protection, Counter terrorism) 
This job description reflects the major tasks to be carried out by the post holder and identifies a level of responsibility at which the post holder will be required to work. In the interests of effective working any major tasks may be reviewed from time to time to reflect changing needs and circumstances. Such reviews and other consequential changes will be carried out in consultation with the post holder. The post holder will be also required to carry out such other duties as may be determined from time to time to be within the general scope of the post
This post may requires satisfactory clearance of a Disclosure and Barring Service disclosure.
If there are any other special features of the job that need to be in the job description, please indicate them here.
The post includes evening and weekend working which is inclusive of the pay grade.
The post holder may be required to work at a variety facilities within North Northamptonshire.
There may be occasions at some sites when the post holder will be lone working – Risk Assessment has been undertaken
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Person Specification
The ideal candidate will be able to demonstrate the following skills, knowledge and experience
 
	Criteria
	Skills, Knowledge, Experience etc
	Essential/Desirable
	Method of Assessment

	Education / Qualifications
	Good General Education 

	E
	Application


	
	First Aid Certificate
	D
	Application

	
	Level 2 Fitness Instructor or Above 
	D
	Application

	Skills / Experience 
	Significant skills in building relationships with a full range of customers
	E

	Application / Interview


	
	Knowledge of Health & Safety including COSHH

	E

	Application / Interview


	
	Good organisational skills and able to work without close
supervision 

	E


	Application / Interview

	
	The post holder must possess excellent customer care skills, be always courteous as well as being flexible, positive and enthusiastic in their approach to the required duties.

	E
	Application / Interview

	
	Experience in a similar capacity 

	E
	Application / Interview

	Equal Opportunities
	Ability to demonstrate awareness/understanding of equal opportunities and other people’s behaviour, physical, social and welfare needs.
	E
	Application / Interview

	Miscellaneous 
	A uniform and name badge is supplied and must be worn 

	E
	

	
	Full driving licence and access to own transport or ability to travel predominantly within the Borough.
	D
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