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JOB DESCRIPTION

	POST TITLE
	CENTRE DUTY MANAGER
	

	RESPONSIBLE TO
	CENTRE MANAGER
	

	
	
	


JOB PURPOSE
	The role of the Centre Duty Manager is to ensure that all booking enquiries are followed through to completion and that the standards of instruction and delivery are of a highest standard to all user groups. The Centre Duty Manager is to oversee on booking of all activities whilst on shift.  There are occasions when the Centre Duty Manager works as the duty presence at the centre. 




DUTIES AND RESPONSIBILITIES

1) To be responsible for assisting in the planning and development of the centre programme and directly for the quality of instruction and delivery of courses/watersports sessions and Air Trail activities.

2) To have responsibility for specific areas of the centre’s operation to include:
· Bookings and booking data
· Course delivery standards
· National Governing Body updates and objectives
· Freelance and seasonal staff

3) To deputise for the Manager as appropriate.

4) To contribute as required to wider Tees Active project groups.

5) To hold and maintain personal qualifications relevant to the Centre Duty Manager role governed by the relevant National Governing Body and to deliver coaching and teaching as appropriate.

6) To supervise Staff and take a lead role in new/seasonal/freelance staff inductions and work experience placements. Ensuring all staff are aware of current emergency procedures and risk assessments

7) To be responsible for briefing and de-briefing of instructors daily.

8) To ensure that standards of teaching, equipment is suitable for purpose, staff qualifications, risk assessments and inspection requirements are monitored, and standards achieved to meet industry standards.

9) To supervise and manage staff ensuring adequate cover is available always and that staff operate to agreed standards and procedures and are appropriately trained and qualified.

10) To be responsible for the day-to-day operation of the facility ensuring agreed standards are always maintained, ensuring all equipment, rooms and bookings are set up correctly and on time as required by the programme for the centre. 


11) To undertake regular inspections of the areas of operation to ensure:
- agreed standards of service, safety and cleanliness are maintained 
- a safe environment for all customers and staff
- that staff are performing to the best of their ability 
- a management presence for customers and staff.
- health and safety standards are adhered to and records are kept as appropriate. 
	     - equipment and facilities are adequately maintained.

12) To deliver on agreed training courses and to maintain appropriate qualifications. 

13) To ensure operational logs are completed daily in line with the Normal Operating Procedures, including incident/accident reports.

14) To ensure any documentation relating to groups is completed, relating to group records, assessments and issuing of certificates.

15)  To ensure all booking information and enquiries are entered into the booking database daily.
General 
	
· To deal with customer/service enquiries in a professional and positive way. Ensuring that the service maintains a strong customer focus and remains committed to the principles of Customer Service Excellence.
· To assist in the training and development of staff and to undertake such personal training as may be deemed necessary to meet the duties and responsibilities of the post.
· To maintain any professional registration, licences or qualifications, which are essential to the post held. 
· To take reasonable care of any items of equipment and uniform issued by the Company and report any faults or maintenance issues to the relevant manager.
· To be aware of and adhere to all Tees Active Ltd financial, legal, HR and administrative policies and procedures including all NOPs/EAPs and the HR Handbook.
· To take reasonable care of your own health and safety and co-operate with management so far as necessary to enable compliance with the Company’s health and safety rules and legislative requirements.
· To adhere to any professional and Company Codes of Conduct, as appropriate. 
· To comply with the Company’s Appearance Code ensuring that uniforms and name badges are worn, as required.
· To comply with the Company’s Employee Guide to Information Security including relevant   legislation, ensuring that confidentiality is maintained for all staffing, management, customer and supplier information. 
· To carry out the duties of the post with full regard to the Company’s Equal Opportunities and Racial Equality Policies in the terms of employment and service delivery. Ensuring that colleagues are treated in a fair and consistent manner and that the service maintains a strong commitment to the principles of the Equality Standard.
· To be peripatetic between work areas and venues, as and when required.
· The above tasks and responsibilities cannot fully encompass all that is required of the post-
              holder.  It is expected that the postholder will undertake such other duties and   responsibilities commensurate with the salary band and nature of the post.

	
I accept this job description as an accurate record of the duties and responsibilities of this post.

Signed ………………………………………………………….  Date  …………………………………..
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	ESSENTIAL
	DESIRABLE

	QUALIFICATIONS/
EDUCATION
	Paddlesport Leader or equivalent 

Willing to undertake and obtain British Canoeing Raft Guide Course/stadium guide


	Paddle Uk Coach Award

Rescue 3 Technician

White Water Kayak Coach (MW)
White Water Canoe Coach (MW)

	SKILLS/KNOWLEDGE
EXPERIENCE
	Experience of developing staff including staff training 

Excellent knowledge of Paddle UK, AALA and Risk Assessments

Excellent communication skills and IT literate, capable of using MS Word, Excel and Office packages, as well as general computer skills.

Experience of working with bookings systems 

Able to prioritise workload, to plan and allocate targets to meet deadlines.
	Ability to be innovative and produce original and creative ideas.

Ability to initiate and sustain partnerships with external agencies.

Competition and Event management experience

Experience of working on High Ropes Courses

Marketing and promotion experience


	PERSONAL ATTRIBUTES
	Ability to multi-task.

Ability to work using own initiative and as part of a team.

Ability to carry out staff management including performance development.

Ability to work on a number different projects.

Flexible approach to working time and days. 
	Ability to implement change positively.
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