
JOB DESCRIPTION FORM

	JOB TITLE:
	Operations Officer 

Lifeguard/Leisure Attendant/Retained Fire Fighter for Cheshunt Fire Station 


	DATE COMPILED / AMENDED:
	May 2022 


	DEPARTMENT:
	Broxbourne Sport


	COMPILED BY:
	Sharon Justo 


	Job No:
	OO



JOB OUTLINE

Purpose:  

To operate the Broxbourne Sport’s facilities under the direction of the Duty Manager ensuring that procedures / work instructions are fully implemented as agreed and that the highest possible standards of service / cleanliness are achieved and maintained. Present facilities include The Laura Trott Leisure Centre and John Warner Sports Centre 
Duties:

1. Provide cover as Duty Manager when on shift where suitably qualified and experienced to do so.

2. Be responsible for the health and safety of all persons using the facilities and maintaining a high profile within the centre. To personally ensure compliance with key health and safety regulations including COSHH, Risk Assessments, PPE, PUWER, EAP’s and NOP’s, Manual Handling and other relevant legislation.  To keep up to date with changing health and safety legislation and new systems of work. 

3. Undertake facility monitoring to ensure that agreed tasks are undertaken in the correct manner to the specified standard and that facility areas are kept tidy and presentable at all times.

4. Ensure that all public areas are cleaned and maintained to the highest possible standard and ensure the full implementation of operations / cleaning and monitoring systems and procedures.

5. Prepare the facilities for all bookings and events.

6. Maintain sports and other equipment in a safe, clean and usable condition at all times and to report defects to senior staff as necessary in line with operating procedures.

7. Advise customers on the use of facilities / services and provide a high standard of customer care.

8. Carry out pool water tests and basic plant operation, including filter basket cleaning, chemical dosing and backwashing, in accordance with operating procedures.

9. Ensure that personal lifesaving and first aid qualifications are kept up to date and fitness levels are maintained in order to undertake duties effectively.

10. Cover duties of other staff as required to maintain a full service to customers including specifically assisting and providing cover when required in respect of Fit & Well, Food & Beverage, Reception / Customer Services, coaching duties and at other facility areas where suitably qualified.

11. Assist / undertake the cashing up of monies when necessary / directed to do so and in accordance with Council procedures.

12. Undertake staff training, some of which may take place outside of normal working hours, to attend meetings as directed and work as an effective team member.

13. Provide supervision and direction for casual staff.

14. Act, when requested, as key holder for the building and to provide, in conjunction with other staff, an emergency call out service to the Leisure Centre throughout the year.

15. Assist in the implementation of the requirements of the Health and Safety at Work etc Act 1974 and the Management of Health and Safety at Work Regulations 1992 ensuring personal compliance at all times.

16. Assist with the development, implementation, review and updating of the Broxbourne Sport’s Integrated Management System documentation with a particular emphasis upon documents linked to operational systems. To assist in the Broxbourne Sport’s bids to achieve quality registrations / accreditation’s, IIP etc.

17.  Such other duties as may from time to time be necessary, compatible with the nature of  

       the post. This job description will be reviewed on a regular basis and will be adjusted / 

       Changed as necessary or appropriate in line with the developing nature of the Broxbourne Sport.
	 Working in partnership with Hertfordshire Fire and Rescue Service as a on call firefighter. On call fire fighters are employed by the Hertfordshire fire and rescue service, respond to 99 calls weather you are at work or at home. Full training and working alongside full time firefighters. 

	


It should be noted that the above list of duties and responsibilities is not necessarily a complete statement of the final duties of the post. It is intended to give an overall view of the position and should be taken as guidance only. 
RESPONSIBILITY AND AUTHORITY
	Staff
	To assist the Duty Managers with the supervision of casual Operations Officers and Cleaners/Operations Assistants



	Financial
	N/A



	Equipment
	Sports and other operational equipment.




RELATIONSHIPS

	Accountable to:
	Duty Manager



	Contacts with other people:

	

	a)
	Own Department
	Senior managers and operational staff



	b)
	Elsewhere within the

Council


	Contact with all Council Departments especially Community Services

	c)
	Outside the Council
	


PHYSICAL CONDITIONS
	Location:
	Main location to be confirmed in letter of appointment. 

The post holder will also undertake visits to other Broxbourne Sport sites and Council facilities such as Bishops College. 

The post holder may also be required to provide cover at other facilities on occasions as a result of staff shortages, events, functions etc.



	Exertion:
	The need for the post holder to lift, set up / down and use heavy equipment



	Accident/Health Risks:
	Normal risks associated with the setting up of sports equipment and the use of cleaning equipment / consumables



	Is this an alcohol restricted post?

(see WFB – for guidance)
	Yes


ECONOMIC

	Grade:
	A 40


	Hours:


	As stated within contract. Actual weekly hours may vary according to the shift plan but will equate to those for which the post holder is contracted per week over the duration of the shift plan rotation.



	Car allowance:
	Casual User



	Removal:
	As per council policy




EMPLOYMENT CHECKS REQUIRED FOR THIS POST 

The Council is required by the Home Office to carry out standard checks for all employment under the Asylum and Immigration Act 1996.  These checks require you to provide proof of your right to work in the U.K.  If you are invited to interview we would need to see your original passport or full birth certificate or an appropriate letter/document issued by the Home Office. We also require proof of your permanent National Insurance Number (a P45, P60, NINO card or a letter from a Government Agency).  If you cannot produce any of these documents or are unsure whether the documents you have provide the necessary proof please contact the Personnel Office for advice prior to your interview.

EMPLOYMENT OF EX-OFFENDERS

The Council’s policy on the employment of ex-offenders is as follows:-

Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.

DISCLOSURE AND BARRING RECORDS CHECK

As this post has substantial access to children or vulnerable adults or is based at premises deemed to be school premises or is subject to legal protection or administers justice it is a condition of any offer of employment that the Council applies for and has received the outcome of the Disclosure of any criminal record.  As part of this process you will be required to provide documentation relating to your identity and also complete an application form.  The outcome of the Disclosure of any criminal record must be received before potential candidates can start in post.  There is a requirement that this will be repeated every three years after employment. 

EQUAL OPPORTUNITIES 

All staff are reminded that they must comply with Council Policy on Equal Opportunities to ensure the fair and equal treatment of all Council staff and customers.

SAFEGUARDING CHILDREN AND VULNERABLE ADULTS

All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties.  All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations.

SPOKEN ENGLISH
For public-facing roles involving regular telephone and face-to face conversations with the public, the ability to converse at ease with members of the public and provide advice in accurate spoken English is essential in this post

If you have any query relating to these required checks, as stated above, please do not hesitate to contact Personnel and Payroll.

J:\Personnel\Job descriptions and person specs\From 6 Jan 2015 - All job descriptions\1F121 - Operations Officer JWSC & TLTLC.doc

