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MANOR SPORT AND RECREATION CENTRE

JOB DESCRIPTION

Job Title


Duty Leisure Attendant 
Base



Manor Sport and Recreation Centre

ATC&P Scale
Grade 1 Points 4 – 8 

£12,145 - £13,189
Hours of Work

24.5 Hours per Week All Year Round

Responsible To

Duty Leisure Supervisor 

Responsible For                N/A
Principal Accountabilities
· To assist in the smooth running of the Manor Sport and Recreation Centre whilst on shift
Specific Duties

Safe erecting and dismantling of centre equipment in accordance with safe methods of work and full compliance with the Centre’s health and safety policies and working practices

Operate machinery required for cleaning and maintenance purposes.

Whilst on shift ensure a high standard of cleanliness is maintained in the Centre carrying out cleaning tasks as required including programmed deep cleaning
Ensure that the Centre and grounds are free from litter, spillages and other hazards 

Carry out routine repairs and maintenance tasks as directed by the Duty Leisure Supervisor or Centre Manger
Ensure the security, safety and comfort of customers.

Assist with the delivery of the centre’s programme of activities as directed by the Duty Leisure Supervisor or Centre Manager
Ensure whilst on shift that all buildings, fixtures, fittings and equipment remains fit for purpose, safe and do not inconvenience or detract from the customer experience

Carry out customer inductions to the Spirit and Soul fitness suite

Handle cash, cheques and credit cards, operate the Centre’s till and carry out stock control as directed by the Duty Leisure Supervisor or Centre Manager
Carry out reception duties including the answering of telephone calls.

Inspection and maintenance of equipment as directed by the Duty Leisure Supervisor or Centre Manager
Assist on special events, holiday programmes and junior activities where required
Attendance at staff meetings and training courses
Provide cover as required in the absence of a Duty Leisure Attendant to ensure business continuity
Maintaining an excellent standard of customer care and manage customer enquires and complaints in a professional courteous and timely manner

Familiarise yourself with the health and safety policy and safe working practices of the Centre and be committed to ensuring that a safe working environment is maintained at all times and accident and incident reports are properly completed

Provide a positive, committed and dynamic approach in all aspects of the post holders duties and responsibilities
Special Conditions
The post holder will be required to work on a shift system which includes weekdays, evenings and weekends.  This is a requirement of the post as well as covering the Duty Leisure Attendant rota during holidays and sickness absence.

To undertake any other duties as may be required in addition to those specified in the job description.
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