Job Description
& Person Specification
Sports Centre Manager (Maternity Cover)
Issue Date: November 2017

Accountable to:
Responsible for:
Location:

Head of Centre, Woodrow High House
2 Duty Managers, 1 Sales & Office Coordinator, Swimming Teachers
Woodrow High House, Amersham, Buckinghamshire, HP7 0QG

An Introduction to London Youth
London Youth is a network of diverse community youth organisations serving young people of
all backgrounds right across the capital. Our mission is to support and challenge young people
to become the best they can be. Our vision is that all young Londoners grow up healthy, able to
navigate a fulfilling career and make a positive contribution in their communities.
We support them to develop the confidence, resilience and relationship skills they need to do
this, delivering with and through our network of community youth organisations and at our two
residential centres, Woodrow High House and Hindleap Warren. We work with all young people
but place a particular emphasis on those who wouldn’t otherwise have access to the kind of
opportunities we offer. Because good youth work works.
We deliver our mission through four strategic objectives:
•
•
•
•

Membership Development – Developing, training, connecting and quality assuring our
membership network to deliver good youth work.
Opportunity – Creating a broad and inclusive range of quality opportunities for young
people in social action, sports development, employability and outdoor education.
Voice – Ensuring our expertise and the on-the-ground voices of youth workers and
young people are reflected in public policy, practice and opinion.
Best we can be – Being the best we can be ourselves; fundraising effectively, financially
robust and a great place to work

And we strive to act in line with our four simple principles:
•
•
•
•

Honesty – about what works (and what doesn’t) and we learn from our mistakes
Collaboration – with each other, young people, our members, and the world beyond
Improvement – committed to continual improvement
Fun – because we think people learn best when enjoying themselves

Why Work for London Youth…?
Our most recent Employee Survey revealed…
ü
ü
ü
ü

99% staff want to contribute to London Youth’s success
92% staff feel they can ask questions when they do not understand something
91% staff enjoy their job
95% staff are proud of the work we deliver
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About Woodrow High House…
At the end of a lane, in the Chiltern Hills, Woodrow High House is a beautiful and easily
accessible location for children and young people to develop and learn. We work with around
9,000+ young visitors each year. The site is made up of a 120 bed residential centre, a sports
centre with astro pitch, sports hall and swimming pool and 25 acres of grounds including
outdoor activity equipment, woodland and fields. London Youth has owned and operated
Woodrow since 1945, delivering intense and memorable experiences for youngsters and their
adult group leaders.
The Residential Centre is used predominantly by school groups during term time weekdays,
while weekends and holidays play host to London Youth member organisations and other youth
groups from across the country. Our team of instructors deliver personal development focusing
on confidence, resilience and relationship skills, while the residential experience is fully catered
by our kitchen staff in the comfortable surroundings of the grade II listed manor house.
The Sports Centre was built in 1998. The swimming pool is used by visitors to the house and
the local community, whether through private hire sessions or the 900+ local children who
attend the Swim School that we run weekly during term-time. The indoor sports hall and astro
pitch facilities are likewise used by residential guests and the local community.

The Team
The Sports Centre Manager is supported by a Sales & Office Coordinator, as well as two Duty
Managers to ensure the smooth operation of the facility. Together they manage the team of
Senior Leisure Assistants, Lifeguards and Swimming Teachers.
The wider Woodrow High House team also includes:
ü a Sales & Marketing team;
ü a Facilities & Housekeeping team;
ü a Delivery team of outdoor Instructors; and,
ü a Catering team.

Job Purpose
The Sports Centre Manager (Maternity Cover) is responsible for leading and managing the
operational team in the centre, ensuring a high quality and safe experience is had by all who
visit. As the Woodrow Sports Centre Manager, we expect you to come with experience of
having worked in an operational management capacity where you will be able to hit the ground
running to provide this essential maternity cover. You will be able to demonstrate a strong
commitment towards ensuring excellence in customer service and enhancing the customer
experience. You will be an all-rounder who is responsible for securing income targets for the
Sports Centre, feed into the creation of the annual plan and budget, and will lead on delivering
the agreed level of performance and the objectives set for the team. We are looking for
someone with enthusiasm, energy and management experience to take the Sports Centre and
Swim School forward and ensure there is a programme of continuous improvement during this
period.
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Job Description
Main Duties and Tasks of the Role

Approximate
% allocation

1. Manage the Sports Centre Operations
•

Manage the day to day running of the swim school, swim teachers and other activity
staff and activities

•

Provide leadership, support and guidance to the Sport Centre team, setting and
reviewing progress against clear objectives

•

Manage staffing, timesheets, holiday and sickness absence for the swimming
teachers to ensure business as usual for the swim school operations

•

Facilitate the monitoring and delivery of teacher training for swimming teachers as
necessary to maintain high quality standards

2. High Quality Delivery and Excellent Customer Service
•

Ensure that excellent customer service is at the forefront for all Sports Centre staff,
maintaining high standards across sales, operations and teaching.

•

Ensure quality delivery of swimming teaching by all staff

•

Ensure the swim school product is in line with customer expectations

•

Work closely with customers, continuing to develop opportunities and establish a
high level of customer care, ensuring that any feedback received is addressed
properly and productively in the spirit of continuous improvement.

50%

3. Drive Sales Income and Control Expenditure
•
•

Support the Head of Centre with managing the Sports Centre budget and monthly
re-forecasting process
With the Woodrow Bookkeeper and Sales & Office Coordinator, oversee the
invoicing of customers, placing of orders and their payment

•

Lead the Sports Centre team towards the sales and marketing income targets

•

Oversee all administration relating to the customer booking process

30%

4. Best Practice in Safety and Safeguarding
•

•

Ensure that all practices at the Sports Centre are safe and in line with London
Youth’s safety and safeguarding policies, and that all necessary Risk Assessments
and Pool Safety Operating Procedures are complete, implemented correctly and
regularly reviewed as necessary
Ensure staff are up to date with qualifications and relevant training

•

Sign off on the reporting of accidents, incidents and near-misses.

10%

5. Monitor Operation of Sports Centre Facilities, Pool Plant and Equipment
•
•
•

Monitor that Sports Centre and its facilities are operating correctly
Encourage a high standard of cleanliness in the Sports Centre
Assist with the maintenance and development of management systems, consistent
with good practice

10%
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Corporate Responsibilities
Planning and budgeting
•

Drawing up annual plans and budgets

•

Managing performance within the planning and budgeting framework

•

Reporting regularly on actual versus planned performance

•

Providing monthly forecast outturn figures

People
•
•
•

Recruiting and inducting staff for your project as necessary
Ensuring all your staff are suitably developed, supported, appraised and managed
Identifying staff development needs and ensure they are met

•
•

Being responsible for the overall effective management of your line reports including dealing in the
first instance with any grievances and disciplinary matters
Preparing thoroughly for one to one meetings and annual appraisal with your line manager

•

Taking responsibility for your ongoing professional development

Corporate development
•

Understanding and supporting the vision, mission and aims of London Youth

•
•

Contributing to the formulation and delivery of London Youth’s strategic development plans
Committed to and actively promotes London Youth’s policy and procedures to value and respect
diversity and inclusion in all aspects of their duties and working relationships

•

Managing resources to the highest professional standards and act as a custodian of best practice

•

Maintaining awareness of your own and others’ Health and Safety, and comply with London
Youth’s Health and Safety and Safeguarding policies

•

Undertaking other duties as may be reasonably requested within the responsibilities of the post

Person specification
Skills, experience and knowledge

Essential/
Desirable

Experience of working in leisure management

E

Experience and skilled in the teaching of swimming

D

Demonstrable experience of developing and leading a team

E

Demonstrable experience of tackling people issues within the team, promptly and
effectively

E

Awareness of Health & Safety practice in leisure facilities

E

Experience in sales and marketing along with hitting income targets

E

Commitment to the provision of high quality customer service

E

Experience of communicating in a range of settings in the written and spoken word from
senior management to the customer

E
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Qualifications
Current National Pool Lifeguard Qualification

D

Swimming Teacher Qualification ASA Level 2 / STA Level 2 Certificate or equivalent

D

Swimming teacher tutor qualification / NPLQ trainer assessor.

D

Pool Plant Operators Certificate

D

First Aid at Work Certificate

D

Personal Attributes
Passionate and demonstrably committed to improving the lives of young people

E

Strong attention to detail

E

Independence and resilience

E

Able to work on your own initiative

E

Strong leadership skills

E

Ability to work in a changing and flexible organisation

E

Absolute discretion and ability to maintain confidentiality

E

Willingness/ability to work occasional evenings and weekends on a rota

E

Terms and Conditions
Salary:
Hours:
Leave:

£32’000 per annum, plus meals when at work
40 hours per week (includes weekend/ unsocial hours)
31 days per annum plus 8 bank holidays

Term:

Maternity Cover – start date to be mutually agreed.

Important Dates to Note
Closing date for applications:
Interview date:

30th November 2017
Each application will be reviewed for shortlisting on
receipt thereof. Interview dates to be mutually agreed.

Please submit your London Youth application form to the Evie Edwards via email to
evie.edwards@londonyouth.org If you would like to ask any questions about the role or process
do feel free to ring 01494 433531 and ask for Sports Centre Manager, Emma Collins or Head of
Centre, Asti Kanaris.
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