MORAY COUNCIL

JOB DESCRIPTION

	 (1)
JOB IDENTITY

	POST TITLE:    Leisure Assistant (Dry Facility)      DEPARTMENT:  Education, Housing & Communities      









   
SECTION:
Leisure & Culture Service
       LOCATION:       Community & Fitness Facilities



REPORT TO: 
Principal Sports & Leisure Officer 


GRADE:
3

                                   POST NO:     MOR11600



	(2)
JOB PURPOSE AND WAY OF WORKING

	To provide a safe and high quality service throughout the facility whilst maintaining good operational procedures and relationships between the service and members of the public


	(3)
MAJOR TASKS

	3.1 Building security.
3.2 Preparing rooms/areas for use by groups.
3.3 Setting up and dismantling equipment as required.
3.4 Carrying out routine planned maintenance on equipment.
3.5 Monitoring, reporting on and carrying out cleaning/maintenance duties.

3.6 Ensuring that Health and Safety standards are complied with.

3.7 Undertaking general duties.


	(4)
REPORTING RELATIONSHIPS
This job is indicated by *

	Principal Sports & Leisure Officer
|

Sport & Leisure Supervisor
|

Leisure Assistant*


SIGNATURES AND ADMINISTRATION ONLY

	Author’s Signature:

Postholder’s Name:

Supervisor’s Name:
	Validator’s Signature:

Signature:

Signature:
	Date:

Date:

Date:


JOB DESCRIPTION Cont/d ...
	(5)
DUTIES TYPICALLY INCLUDE:

	5.1 Building Security
5.1.1 Acting as keyholder
5.1.2 Ensuring facilities are secure

5.1.3 Controlling and supervising members of the public using the facilities

5.1.4 Ensuring that premises are vacated of people after the close of business.

5.2 Preparing rooms/areas for use by groups
5.2.1 Opening and closing facilities at the appointed times
5.2.2 Preparing rooms and areas for use by groups, setting out furniture and equipment as required and clearing it away afterwards

5.2.3 As appropriate, aiding with, setting up and dismantling games hall and fitness equipment.

5.2.4 Ensuring that heating and lighting are provided

5.3 Monitoring, reporting on and carrying out cleaning/maintenance duties.
5.3.1 Removing litter from the grounds of the facility as required
5.3.2 Keeping paths and steps in a safe condition during winter by clearing snow and spreading salt or sand where appropriate.

5.3.3 Undertake any cleaning required between sessions

5.3.4 Sweeping and mopping floors as appropriate

5.3.5 Replenish toiletries etc

5.3.6 Checking the building for any damage, vandalism or repairs required and carrying out handy person/basic maintenance duties.

5.3.7 Reporting repairs or maintenance of a more serious nature.

5.4 Ensuring that Health and Safety standards are complied with
5.4.1 Ensuring that the highest standards of Health and Safety are applied to the operation of the centre, and that all statutory legislation is complied with.  This will include carrying out pre-event safety checks as detailed in the Emergency Action Plan with event organisers or nominated representatives.
5.4.2 Ensuring that appropriate facility lighting is working and that exit signs are illuminated (where applicable).
5.4.3 Ensuring that facilities are safely and properly used in accordance with the conditions of let.

5.4.4 Ensuring that the facilities are secure and that there are no fire or safety hazards.

5.5        Undertaking general duties
5.5.1 To ensure that the day to day priorities for the building are carried out

5.5.2 Receipting, checking and storage of all incoming goods.

5.5.3 Transporting  mail, money to be banked, papers, stationery and stores to and from the building as appropriate.

The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.  The job description may be reviewed and updated from time to time.


MORAY COUNCIL

PERSON SPECIFICATION

Post:




Relief Leisure Assistant (dry facility)
Department:



Education, Housing & Communities
Date Specification Completed        February 2023
Prepared By:



Principal Sports & Leisure Officer
Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience


	Experience in carrying out basic care and maintenance duties of property
Working with people

Knowledge of Health and Safety procedures
	Carried out similar work in a public / private facility

	(2) Education & qualifications*
	Effective written and verbal communication skills
Numerate

First Aid Certificate*
	

	(3) Skills/abilities (general)
	Aptitude for tidiness
Attention to detail
	Good telephone skills / manner
Knowledge of customer care requirements

	(4) Skills/abilities specific to post*


	Prioritises tasks / action
Ability to follow routines / instructions

Capable of working unsupervised

Able to carry out handyman / basic maintenance duties
	

	(5) Inter-personal & social skills


	Smart appearance
Pleasant manner

Good customer care / people skills

Patience

Diplomacy

Trustworthy
	

	(6) Working environment & physical demands
	Ability to lift furniture & equipment
	


*There is no requirement to hold a First-aid certificate unless covering shift(s) in which they would be the only member of staff in the facility.
Membership of Protecting Vulnerable Groups Scheme (working with children)

Yes
Membership of Protecting Vulnerable Groups Scheme (working with vulnerable adults)
Yes
Satisfactory pre-employment medical screening required?




Yes
