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Job Description and Employee Specification [Sports Development & Participation Officer]
Enterprise & Communities 


	Service: 

	Enterprise & Communities

	Division:
	Active & Creative Communities 


	Job Title:
	Sports Development & Participation Officer


	Responsible to:
	Senior Sports Development & Participation Officer


	Grade:
	NLC9


	Conditions of Service:
	SJC


	Date of last review:
	


	Job Outline

The Sport Development and Participation Officer’s main remit will be to lead and oversee the sport specific and multi-sport programmes, which will also include the sport specific and multi-sports holiday programme and manage all part time and casual coaches within the Sport Development section. Part of this remit will be to act as a role model to the head coaches and coaches and drive the Sport Development section forward by continually expanding programmes and growing the service of Sport Development.


	Main Duties and Responsibilities

1. Ensuring that NLC’s policies, procedures and guidance are followed at all times.

2. Coordinate and support the Sport Development coaching team on a regular basis, providing guidance, knowledge and expertise at all times whilst building an effective and innovative team that will deliver targets and outcomes in line with the business. 

3. Support the Sport Development management team to deliver new and existing Sport Development programmes. Ensuring all staff will provide a sustainable model for all sports and a quality service for our valued customers, whilst maximising potential and driving income throughout the business.

4. Develop and extend the school holiday programmes to cover the full estate and offer a variety of multi-sports programmes alongside sport specific initiatives that will prove sustainable and provide revenue for the business. 

5. Coordinate the new Sport Development direct debit membership scheme ensuring we increase participation and improve the quality of provision. Support the coaching team, maximise income and work closely with the sales and membership team as well as the marketing team to offer a wide range of products. 

6. Work in conjunction with the duty and venue managers at all North Lanarkshire Council venues, supporting each venue to achieve their aims and objectives and increase participation at all venues and maximise income, including sports halls and sports pitches whilst attending weekly operations meetings.

7. Oversee the training provision, recruitment selection and monitor and evaluate coaches who are involved within the Sport Development section

8. Work alongside the National Agency of Sport as well as the Scottish Governing Bodies of Sport to create a strategic plan for Sport Development in North Lanarkshire that will service the priorities and overall aims and objectives of North Lanarkshire Council.

9. Work in conjunction with NHS Scotland and the Local Voluntary Sector to develop initiatives, programmes and services throughout North Lanarkshire whilst promoting the health and wellbeing benefits of participation in sport and ensuring physical activity is effectively communicated, promoted and developed. Attend and represent Sport Development at the local consortium meetings and meet bi-monthly with the local health improvement teams ensuring all priorities for our partners are acknowledged. 

10. Offer support to partner agencies, whilst promoting Sport Development programmes throughout North Lanarkshire Council facilities.

11. Provide regular period reports to management and monitor and evaluate the performance of all sport development programmes and provide regular updates to management. 

12. Attend regular meetings with management and provide reports on finance and budget projections.

13. Provide annual development plans and work alongside the requirements and objectives of the company business plan and ensure that Sport Development continually contributes to the business whilst evolving and growing the service for the benefit of North Lanarkshire Council. 

14. Ensure effective communication systems are implemented to the coaching infrastructure that continually monitor the quality of delivery. To ensure competitions, festivals, camps and programmes compliment and integrate with the aims of the North Lanarkshire development plans. Monitor and evaluate as required. 

15. Work with all partners and stakeholders in developing sports for children with a disability.

16. Develop a marketing, promotions and public relations strategy for designated sports and other health promoting services in conjunction with the Membership and Marketing team.

17. To keep the Sport Development and Participation Manager appraised of the latest development in sports development 

18. Undertaking such duties and responsibilities as are required under the Health & Safety at Work Act 1974 etc. and undertaking Risk Assessments and introducing safe systems of work for the services delivered

19. Liaising and working in partnership with agencies and organisations necessary for the achievement of NLC’s goals and policies and representing NLC as necessary, including attendance at conferences, seminars and meetings.

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.



	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· HND, General Degree or equivalent in sports related discipline and extensive experience in delivering sports development programmes and initiatives.
	X
	
	Verification/Application Form/Interview

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Appropriate experience of multi sports development at a local and regional level. 
· Experience of working with young people and supporting them onto positive pathways in life
· Ability to manage designated budgets and sponsorship programmes. 
· Experience of working with partners effectively.
· Marketing, promotions and Public Relations principles and strategies. 
· Proven ability to implement  sports development pathways
· Experience of managing coaches and delivering training.
· Preparation of operational level reports and statistics. 
· Experience of performance monitoring and evaluation of projects.
	
X

X




X


X

X


X



X


X

X
	
	Application Form/Interview

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Excellent communication, presentation and interpersonal skills. 
· Excellent organisational, administrative and Information Technology skills. 
· Good understanding of child and vulnerable adult protection issues in sport
· Leadership skills
	X



X





X


X
	
	Application Form/Interview

	· Demonstrable negotiating, diplomacy, enthusiasm and empathy skills
· Ability to be creative, innovative and use problem solving skills 
	
	X



X
	

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Self motivated and passionate about various sports, with the ability to lead, influence, enthuse and motivate others
· Confident, well presented, energetic and enthusiastic.
	X




X

	
	Application Form/Interview

	· Able to work effectively as part of a team or using your own initiative.
	X
	
	

	
	
	
	

	OTHER
	
	
	

	· The ability to travel across North Lanarkshire.
· Ability to work flexibly to meet the needs of the service.
· Satisfactory PVG scheme membership (Protected Adults & Child) (application will be processed by the Council for successful candidates and must be attained prior to commencing employment)
· Sporting and/or other leisure interests
· Possession of a driving licence.
	X

X



X
	













X

X
	Application Form/Interview
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