JOB DESCRIPTION

SPORTS DEVELOPMENT ASSISTANT MANAGER
ST ALBANS ARTS, SPORT & HEALTH DEVELOPMENT TEAM
	Post Title:
	SENIOR SPORT DEVELOPMENT OFFICER


	Post Grade:

	£20,000 - £22,000 (Salary will be allocated based on experience)

	Employer

Local Authority: 
	Leisure Connection Ltd 

St Albans District Council



	Division / Department:



	St Albans Arts, Sport & Health Development Team (Sport & Health)

	Responsible to:  


	St Albans Sport & Health Development Manager


	Responsible for:
	Instructors, coaches, project workers & volunteers


	Duration of Employment

	Permanent

	Holiday Entitlement:
	20 Days



	Normal Place of Work:
	London Colney Recreation Centre with elements of outreach.



	Hours per Week:
	39 Hours per week (Including some evening and weekend work)




	A
	JOB PURPOSE

	
	To support the Sport & Health Development Manager in key aspects of managing the Sport Development Team, with particular emphasis on planning and processes, budget setting, team management, project development and performance management.
To work in partnership with a number of agencies to create and sustain opportunities for local residents to get involved in and stay involved in sport and physical activity at all levels of the sport development continuum.


	
	MAIN DUTIES AND RESPONSIBILITIES



	
	Corporate

	
	To work in partnership with St Albans District Council to implement specific elements of the Leisure Management Contract Specification in conjunction with key Local Authority strategies.



	
	To assist with the preparation of annual development plans and the allocation of appropriate budgets for development programmes in conjunction with other team members.


	
	Take direct responsibility for the implementation and management of a number of key development projects and or initiatives within the annual plans.



	
	Organisational Planning

	
	Provide support to the Sport Development Manager in documenting and implementing best practice operations and processes, including, Systems of Work, Project Brief Documents, Emergency Action Plans, Risk Assessments and Project Action Plans.


	
	Provide support to the Sport Development Manager in managing the diverse team of development officers.



	
	Provide line management support to a number of casual staff, including sports specifics coaches, instructors, project workers and volunteers. (Project based)


	
	Work with the team and key partners to carry out research to establish participation trends, attitudes and perceptions that will identify gaps in provision and support the development of future work. 



	
	Provide support to the Sport Development Manager in implementing annual performance management techniques in line with Quest for Sport Development to strive for continuous improvement.

	
	Partnership

	
	Work in partnership with a number of external agencies to devise, implement and manage specific sections of the annual plans.


	
	Develop and oversee the implementation of multi-agency partnerships, including the delivery and co-ordination of project based steering groups and or management committees.


	
	Develop new partnerships and maintain existing partnerships with agencies both in and outside of sport, including education, health, the youth service, local clubs, CVS, sports centres, county sports partnership, the police, national governing bodies, local authorities, sports college, School Sport Partnerships and FE/HE.



	
	Work with key target groups within the community as identified by the Local Authority to identify local needs and gaps in provision.



	
	Represent the City & District of St. Albans within a number of networks, partnerships and forums at local and county level.



	
	Work in partnership to support the implementation of key partner strategies, via joint working.


	
	Work with customers and members of the public to ensure a customer focused approach.


	
	Financial

	
	Take direct control for the management of project budgets, including the elements of income, payroll and expenditure.



	
	Produce financial information pre and post all projects, implementing control measure to monitor and manage budgets throughout the life of the projects.


	
	Identify and secure funding and resources to support the development of sport including preparing funding applications and securing sponsorship.



	
	Programmes / Projects

	
	Take direct responsibility for a variety of key sports and health based projects, including:


	
	· Implement the annual District Sports Awards in partnership with the School Sports Partnership, the Community Sport Network, Special Olympics St. Albans and the County Sports Partnership.
· Take the role of lead officer in ‘Active St Albans’ (The Community Sport and Physical Activity Network for the City & District of St Albans) taking responsibility for the development of the CSPAN in partnership with key external agencies to ensure annual plans are implemented.
· Work in partnership with local clubs, National Governing Bodies and the School Sports Partnership to implement a range of sport & physical activity programmes to support attainment of the 5 Hour Extended Activity target.
· Work with partners and local community groups to implement Sport Equity initiatives to improve access and increase regular participation.

· Work with a range of partners to increase the number of opportunities for adults to become involved in and stay involved in sport and physical activity.

· Work with partners to address issues raised and gaps in provision identified by local residents as a result of local and national research, especially Sport England’s Active People Survey and the local Get Active Survey.



	
	Marketing

	
	Work with key partners and the company design team to design and produce marketing material for all projects.


	
	Work with partners to design and implement marketing strategies appropriate to the target groups and target projects.


	
	Maintain regular contact with press and media on advertising, public relations and promotional matters related to specific areas of responsibility.


	
	Monitoring & Evaluation

	
	Oversee the production, implementation, monitoring and review of specific projects and initiatives.


	
	Monitor and evaluate projects against key performance indicators.


	
	Produce regular, accurate and comprehensive reports on all projects and initiatives as required.


	
	Produce statistical data to support all evaluation documents.



