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JOB DESCRIPTION

	Job Title
	Deputy General Manager

	Job Reference Number
	L1967

	Closing Date
	8 September 2019

	Interview Date
	17 September 2019

	Location
	Link4Life Leisure Centres

	Pay Band
	Band 5, £26,421- £30,699 per annum (pro rata if part time)

	Hours of Work
	37 hours per week

	Accountable To
	General Manager

	Accountable For
	Assistant Manager, All Operational Staff

	Special Conditions
	The post-holder is expected to be flexible to ensure that the needs of the business are met at all times and evening, weekend and Bank Holiday working will be required as directed by the service.  All positions are subject to a DBS Check appropriate to the role.



1. PURPOSE AND OBJECTIVES OF THE JOB
The purpose of the job is to provide a professional, efficient and high quality service to customers of Link4Life.  This includes assisting the General Manager in ensuring the Centre is successfully managed in terms of financial targets and KPI’s, in terms of recruiting, developing and mentoring staff teams to deliver operational excellence, in terms of asset management including health and safety and in terms of delivering a full and varied programme of activity.

2. PRINCIPAL DUTIES AND RESPONSIBILITIES
a) Assisting the GM in monitoring and improving all aspects of the operation of the Centre including information technology, administration, human resource management, business development and financial management;

b) Assisting the GM  in managing budgets and profit and loss accounts through commercial awareness which will ensure financial targets are achieved;

c) Assisting the GM in ensuring sales and retention targets are achieved in all key financial income areas such as fitness, swimming, retail etc;

d) Assisting the GM with recruitment, deployment, training and development of staff;

e) Assisting the GM with effective management of all staffing issues including holidays, absence management, disciplinary and grievances;

f) Assisting the GM in effective asset management of the Centre, ensuring high standards are maintained at all times and an effective and economic operation delivered including being energy efficient;

g) Assisting the GM in ensuring the Centre adheres to Link4life policies, practices and procedures including financial regulations and health and safety requirements;

h) Assisting the GM in developing and implementing a balanced programme of use that ensures maximum utilisation of all facilities and maximises potential income generation;

i) Assisting the GM and other Partners and Agencies to ensure a programme of activities is available for all sectors of the community;

j) Assisting the GM by attending meetings and liaising with all users;

k) Assisting the GM with marketing, promotion and evaluation of all aspects of the service to ensure value for money and financial viability of instructed classes, courses and holiday activities;

l) Assisting the GM with all local and Centre based marketing activity, ensuring there is a Centre based marketing plan;

m) To work as Deputy General Manager or Assistant Manager in covering for annual leave or sickness as required across the Sport and Leisure Service.

3. SECONDARY DUTIES AND RESPONSIBILITIES
a) Data Quality - To ensure that Link4Life policy and procedures in respect of Data Quality are adhered to consistently and at all times in respect of any data collected or used in the planning and delivery of services.

b) Equality & Diversity - To work in accordance with Link4Life policy and procedures relating to the promotion of equality and diversity and to ensure that these are effectively and pro-actively applied in the delivery of all facilities and services.

c) Health, Safety and Welfare - To be responsible for the health, safety, and welfare of self and other persons who may be affected by job holder’s actions or omissions whilst at work.  Additionally, be responsible for maintaining and implementing the requirements of the Health and Safety at Work Act and for the execution of any duties and responsibilities attached to the job within the company’s health and safety policy and procedures. A high standard of personal hygiene and personal presentation is required at all times.

d) Performance Management - To promote and practice a performance management culture within all facilities and services, including the setting and achieving of team and individual performance targets and the implementation of robust monitoring, evaluation and reporting systems.

e) Relationships - To promote positive working relationships with all internal and external parties.

f) Training and Development - To participate in any training initiatives in relation to the duties of the post and ensure that personal qualifications are kept valid via attendance on training as provided by the service as reasonably practicable.
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Note to Applicants
The Essential criteria are the qualifications, experience, skills or knowledge you must show you have to be considered for the job.

The Desirable criteria are used to help decide between candidates who meet all the Essential criteria.

If the How Identified column says Application Form you must include in your application information to show how you meet the criteria using examples from paid/voluntary work or Education.

	Qualifications and Experience
	Essential / Desirable
	How Identified

	Qualified to Level 3 or equivalent in a relevant subject
	Essential
	Application Form / Interview

	Membership of a relevant professional body associated with sport and leisure e.g. CIMSPA
	Essential
	Application Form / Interview

	Management experience in a sport or leisure environment including mentoring, motivating and coaching
	Essential
	Application Form / Interview

	Experience in sales and maximising retention of members
	Essential
	Application Form / Interview

	Experience of delivery of service improvements and efficiency programmes
	Essential
	Application Form / Interview

	Experience of managing budgets and operations within tight financial circumstances and competing priorities
	Essential
	Application Form / Interview

	Experience of delivering excellent customer service within a sport or leisure environment
	Essential
	Application Form / Interview

	Experience in a management role involving effective management of budgets, people, systems and policies
	Essential
	Application Form / Interview

	Experience of managing change programmes
	Essential
	Application Form / Interview

	Hold First Aid at Work or demonstrate commitment and ability to achieve within 3-6 months
	Essential
	Application Form / Interview

	Qualified to degree level or equivalent in a relevant subject
	Desirable
	Application Form / Interview

	Hold L3 Management qualification or equivalent
	Desirable
	Application Form / Interview

	Hold IOSH Managing Safely or equivalent
	Desirable
	Application Form / Interview

	Hold Pool Plant Operators Certificate
	Desirable
	Application Form / Interview

	Hold NPLQ 9th Edition AED
	Desirable
	Application Form / Interview



	Skills and Knowledge
	Essential / Desirable
	How Identified

	Proven ability to develop positive relationships with stakeholders, partners and members of the public including effective management of compliments and complaints
	Essential
	Application Form / Interview

	Knowledge of delivering a balanced facility programme
	Essential
	Application Form / Interview

	Knowledge of one or all of the following ; health and fitness, aquatics, programming for the community
	Essential
	Application Form / Interview

	Knowledge of budget management and monitoring and control of stock
	Essential
	Application Form / Interview

	Knowledge of operational project management relating to sports and leisure
	Essential
	Application Form / Interview

	Knowledge of commercial skills and of delivering commercial, self-sustaining services
	Essential
	Application Form / Interview

	Ability to recruit, train, develop, mentor and supervise a team of people including setting targets and motivating staff to achieve
	Essential
	Application Form / Interview

	Ability to co-ordinate tasks to deliver activities and events smoothly
	Essential
	Application Form / Interview

	Excellent communication; both oral and written and excellent interpersonal skills
	Essential
	Application Form / Interview

	Proven report writing skills
	Essential
	Application Form / Interview

	Excellent IT skills (Word, Excel, Outlook)
	Essential
	Application Form / Interview

	Excellent time management skills
	Essential
	Application Form / Interview



	Special Working Conditions
	Essential / Desirable
	How Identified

	Able to work flexibly including evenings, weekends and Bank Holidays
	Essential
	Application Form / Interview

	Demonstrate commitment to Link4Life Values of PRIDE
	Essential
	Application Form / Interview

	High standards of personal presentation and appearance.
	Essential
	Interview

	Full UK driving licence
	Essential
	Application Form / Interview
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