	JOB DESCRIPTION AND RELATED POST DETAILS



	DEPT:
	Community & Environmental Services

  
	JOB TITLE:
	Leisure Projects Officer



	SECTION:


	Community & Leisure Services

	LOCATION:
	Three Rivers House  
	POST CODE:
	PL0905  
	GRADE:
	Scale    
6/SO1

	RESPONSIBLE TO:
	Leisure Development Manager  

	
	

	DIRECTLY RESPONSIBLE FOR:  
	INDIRECTLY RESPONSIBLE FOR:  

	Instructors, Coaches, Teachers, Tutors and Arts Practitioners, Contractors, Young and Vulnerable Adults Support Workers
	Play Workers and Youth Support Workers

	
	

	
	

	
	

	FUNCTIONAL CONTACTS:  
	EXTERNAL CONTACTS:  

	With staff from all departments of the Council.
	Sport England, Social Services, Schools, Health Authority, Youth Service, Arts Council, 

	
	Community Groups and Charities such as Mencap, departments of other local authorities, Managers of various facilities, sports clubs, arts organisations.

	
	

	
	

	
	


	PLACE IN ORGANISATION CHART OF DEPARTMENT:

  


	OVERALL OBJECTIVE OF JOB:  


To promote, develop and manage Leisure projects and activity programmes for all sectors of

the local community.   In particular, the officer is to work with partners in providing increased access to leisure activities by children and adults with disabilities and their carers.   To work in partnership with the Marketing Officer, Hertsmere Leisure and other key partners to publicise and advertise the services of the Leisure Department.  To work as part of the Leisure Development team in organising large scale community events.  
	PREPARED BY:
	AGREED BY HEAD OF DEPT:
	AGREED BY POSTHOLDER:



	INITIALS ___________
	SIGNATURE _____________
	SIGNATURE _____________



	DATE ______________
	DATE ___________________
	DATE ___________________



	Date amended: AP and HC May 2004  October 2007 HH/AP  November 2009 AP August 2010 AP January 2012 AP


SUMMARY OF MAIN DUTIES

To develop and manage community leisure programmes for all ages of the community, in particular for young people identified with increased barriers to participation in leisure and recreational activities.

Strategic and Operational Responsibilities;

1. To be responsible for identifying the leisure/cultural needs of the local community, with particular emphasis on those areas of the district identified in the Strategic, Plan, Leisure Services Plan, Community Safety and Community Plan (LSP).

2. To be responsible for the planning, development and implementation of leisure projects for young people and residents of the district.  To address any identified gaps in provision and target issues such as community safety, access, anti-poverty and health where appropriate.

3. To co-ordinate consultations and research within the local community and with existing groups to assess demand and identify how leisure can best be used to address community issues.

4. To co-ordinate partnership leisure/cultural projects with statutory agencies, voluntary groups and other Council departments, ensuring effective use of resources. 
5. To recruit, train, manage and provide line management support to coaches, artists and teachers on a casual basis, ensuring all are suitably qualified and trained to carry out the activities. To provide regular training for all staff in conjunction with the rest of Leisure Development.

6. To be responsible for any promotion and publicity material for all activities. To work with the Council’s press officer to ensure regular media coverage for all activities, projects and events.  To liaise with the departments other services and venues to co-ordinate publicity and promotion, in particular the Development teams web and social media pages.
7. Responsible for implementing opportunities for the local community to access lifelong learning projects in partnership with other statutory agencies, schools, further education establishments and other leisure providers, with an emphasis on young people, sports club representatives and volunteers.

8. To work with parents, carers and professionals to ensure that children, adults and their carers have access to leisure and recreational activities.  In particular to work with the team’s Play Development Officer to support the inclusion of children with disabilities into the annual playscheme and Play Rangers services
9. To oversee the management of budgets, technical and safety requirements in the implementation of capital sports and leisure programmes under direction from the Leisure Development Manager and head of Leisure and Community Services.

10. To be responsible for monitoring and the control of budget for staffing, publicity, equipment and hire of facilities to ensure an effective administration.  This includes the ordering, purchasing and payments of goods and services using the Council’s financial system.

11. To seek, apply and secure external funding from a variety of sources for projects.

12. To monitor, record and report all attendance usage and financial information by quarterly Performance Indicators both departmentally and corporately for all projects.

13. To be responsible for risk assessing all venues used including the implementation of health and safety procedures for all venues used and to ensure that all staff are aware of their obligations in regards to health and safety.

14. To write and update policies and procedures and support casual and part-time staff in the delivery of them.

15. To evaluate all projects to ensure user satisfaction and the original aims of the project have been met. To implement any necessary changes to ensure community needs are met whilst providing a first class service to the public.

15. To prepare and present committee reports and liaise with Members as appropriate.

16. To assist with the development and implementation of the departmental service improvement plan and with applications for service excellence (Charter Mark, Quest, IIP etc).

17. To provide written monthly work reports for all projects/activities.

18. To be available to work unsociable hours as and when the post requires and to be an emergency contact for casual staff during evenings and weekends.

19.  To undertake any other duties as directed by the Leisure Development Manager and the Head of Leisure and Community Services.

IMPORTANT NOTES RELATING TO DUTIES

In dealing with any form of contract or tendering procedures on behalf of the Council, the holder of this post  is personally responsible for ensuring that he/she:-

(a) is familiar with the relevant requirements of Standing Orders, Contract Regulations, Financial Regulations, Code of Official Conduct and other management guidance that may be given from time to time;

(b) complies with these formal requirements and related procedures; and

(c) seeks advice from a more senior officer if in any doubt about the proper course of action.

NB

This job is as currently perceived but management reserve the right to alter it in consultation with the post-holder in order to update it and take account of any changes identified.  It is anticipated that annual appraisal will lead to updating of the job description.

REQUIREMENTS FOR PERFORMANCE OF JOB:

	REQUIREMENT FOR JOB


	ESSENTIAL
	DESIRABLE

	1.  EDUCATIONAL QUALIFICATIONS
	
	

	
	
	

	     GENERAL
	A degree in Leisure Management, Social Care or equivalent

	Sports coaching qualifications
First Aid, Child Protection / Safeguarding training courses

	
	
	

	     JOB RELATED

     Professional / Vocational
	Disability training (e.g disability awareness, autism and ADHD)
	

	
	
	

	2.  EXPERIENCE
	
	

	
	
	

	     GENERAL
	
	

	Duration, Type & Level
	Up to 2/3 years experience in a leisure / recreation or care environment or community development role
	Voluntary/Community Work

	
	
	Work in a service / customer focused delivery environment



	     JOB RELATED
	
	

	     Duration, Type & Level
	At least one years experience working with children and young people

At least one years practical experience with working with children, young people and adults with a disability 
	

	
	
	

	3.  SKILLS & ATTRIBUTES
	
	

	
	
	

	     ICT
	Practical experience of Microsoft Office and ICT programmes
	

	
	
	

	     MANAGEMENT / SUPERVISION
	Disability and equalities awareness

Knowledge of health and safety procedures
Knowledge of safeguarding procedures
	Knowledge of risk assessments and accident/incident reporting

	
	
	

	     TEAMWORKING
	Ability to work as part of a team
	

	
	
	

	     COMMUNICATION
	Ability to communicate with people from all backgrounds
	Marketing skills e.g. use of social networking 

	
	
	

	     MOTIVATION
	Ability to motivate others
Leadership skills

Confident and outgoing personality
	

	
	
	

	     COMMITMENT
	Ability to meet deadlines
	

	
	
	

	     OTHER WORK RELATED SKILLS
	
	

	     Specify
	Good Presentation skills

Good planning and administration skills

Ability to work on own initiative
Good organisational skills
	

	
	
	

	4.  OTHER FACTORS
	
	

	
	
	

	     WORKING ARRANGEMENTS
	Flexibility to work unsociable hours as and when the post demands (a number of the Get Set activity programmes have taken place at the weekend) 

You will be required to wear staff uniform when working at the frontline
	

	
	
	

	     ABILITY TO DRIVE
	Driving licence and access to a car
	

	
	
	

	     LOCATION
	
	

	
	
	

	     OTHER
	An interest in the promotion of sports, arts, play and general recreational opportunities to the local community and those with a disability
	

	
	
	

	Person Specification revised by :


	Alison Phin  

	Position :


	Leisure Development Manager

	Personnel Department check by :


	Loraine Sibson

	Position :


	Human Resources Business Partner


MAIN TERMS AND CONDITIONS OF EMPLOYMENT:
The conditions of Service are as laid down by the National Joint Council for Local Government Services.

	(a)
	Salary Grade : Scale 6/S01, within range £23,019 to £27,074 per annum (pay award pending).  Starting salary will be subject to negotiation.  Increments within the scale will be paid, subject to satisfactory service, on 1st April each year (subject to having been in post for 6 months) until the post-holder reaches the maximum incremental point on the scale.  The salary scales themselves are normally reviewed at National level on 1st April each year.  In addition to the basic salary, the London (Inner Fringe) Weighting Allowance of £798 per annum is payable.

	
	

	(b)
	Annual Holiday : 28 working days (30 after 5 years Local Government service) plus statutory holidays. Pro-rata of these figures apply to part time positions.

	
	

	(c)
	Hours of Work : The normal working week for the post is one of 37 hours with a one hour lunch break daily.  A system of staggered hours working has been adopted to allow to most staff some flexibility.  This flexibility includes earlier or later starting and finishing, together with possible adjustments to the lunch hour.

	
	

	(d)
	Probationary Service : The appointment of every new entrant to Local Government Service is subject to a period of probationary service of not less than 3 months or more than 6 months. At the end of the probationary period, subject to satisfactory report from the Head of Department, the appointment is confirmed.

	
	

	(e)
	Pension Scheme : All employees of the Council are entitled to join the Local Government Pension Scheme.  The Scheme is administered on the Council’s behalf by Hertfordshire County Council.  Employee contributions are 6% of salary.

	
	

	(f)
	Medical Report : Appointment will be subject to a satisfactory medical report from the Council’s Medical Adviser or from your own Doctor if you live a long way from the District.  If a medical report is requested from a doctor who has at any time attended you, we will seek your consent to the request under the Access to Medical Reports Act 1988.

	
	

	(g)
	Car Allowance : An Essential User Car Allowance for a vehicle not exceeding 1450 cc is applicable to this post.  To qualify for this allowance the post-holder must have their own car readily available at all times, at or in the area of their place of work.  Car must be insured for business use.

	
	

	(h)
	Smoking Policy : It has been agreed that smoking will be restricted in all Council Offices.  Failure to comply with the Council’s NO SMOKING policy will result in disciplinary action being taken.

	(i)
	Criminal Records Bureau : Appointment will be subject to a cleared CRB check.


	APPLICATIONS

Completed application forms should be sent to : 

Alison Phin, Leisure Development Manager, Leisure Services, Three Rivers District Council, Three Rivers House, Northway, Rickmansworth, Hertfordshire  WD3 1RL.




















Play Rangers team


Assistant (one year fixed)


Play Workers teams


Youth Support Workers


Sports Coaches and Artists








Community Arts Development Officer (P/T)








Leisure Projects Officer (P/T)





Sports Development Officer (FTE)





Play Development Officer (FTE)





Active Communities Officer (FTE)








Leisure Development Manager (P/T)









