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Accountable to: Sports Centre Manager 

Location:    Woodrow High House, Cherry Lane, Amersham, Bucks, 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… 
 

 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 …. 
 
Located in the Chilterns, Woodrow High House is a beautiful site made up of a Grade II listed 
manor house dating back to the mid-1600s. Set within 25 acres of grounds including outdoor 
activity equipment, woodland and fields, Woodrow boasts a 120-bed residential centre, sports 
centre with astro pitch, sports hall and swimming pool. London Youth has owned and operated 
Woodrow since 1945, delivering intense and memorable experiences for around 9,000+ 
children and young people each year.  
 
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 activities 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, mountain 
bike track, and astro pitch facilities are likewise used by house guests and the local community.  
 

The Team 
 
The Sports Centre Duty Manager will work alongside another Duty Manager, and between you 
will lead a team of Senior Leisure Assistants, who in turn are supported by a team of lifeguards. 
You will also work closely with the Sports Centre Manager, Sales & Admin Coordinator and a 
team of swimming teachers to deliver a first-class customer experience. 
 
The 50-strong Woodrow High House team includes: 

 a Sports Centre team; 
 a Residential Centre team; 
 a Facilities & Housekeeping team; 
 a Catering team. 

 
Job Purpose 
 
The Duty Manager is responsible for ensuring the smooth running of the leisure operations and 
delivering a high quality and safe experience for all who visit the Sports Centre. We expect you 
to come with experience of having worked in an operational capacity in the industry, where you 
will be able to hit the ground running to provide this essential cover. You will be working closely 
with the office teams across the site, swimming teachers, and lifeguards to maintain ongoing 
operations; and part of your role will be overseeing resourcing and training and the smooth 
operation and maintenance of the pool plant. 
 
We are looking for someone with enthusiasm, energy and a passion for providing opportunities 
for young people, and you will be able to demonstrate a strong commitment towards ensuring 
excellence in customer service and enhancing the customer experience. This is a customer 
facing role, and as such you must be ready to communicate with a diverse range of clients, 
including members of the public, children and young people, youth group leaders and teachers.  
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Job Description 
 

Main Duties & Tasks - Shared Between Duty Managers 

Sports Centre Health & Safety 

Manage the pool plant operation, with support from fellow Duty Manager and oversight from the 
Facilities Manager. This includes ensuring that regular maintenance tasks and checks are undertaken. 

Ensure your training and competence is achieved across the board and that you, in turn, train the 
Senior Leisure Assistants. 

Oversee the health and safety of the Sports Centre, including reporting on maintenance issues to the 
Facilities Manager and helping to advance related works. 

Review and update relevant risk assessments, and the pool safety operating procedures. 

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

Resource & Scheduling Management 

Lead an efficient and high-performing lifeguard team ensuring that the rota is fully staffed each week 
and shifts are clearly communicated to the team. 

Liaise with recruitment agents to provide agency lifeguards in the event of staff shortages, managing 
these accordingly. 

Carry out observations and one to one meetings with allocated lifeguard colleagues each quarter, and 
monthly with your Senior Leisure Assistant line report. 

Deputising for the Sports Centre Manager in their absence as required. 

Sports Centre Operations 

Organise lifeguard training (including NPLQ renewals and ‘back to work’ assessments where required) 
and maintain training records as determined by the business.  

Required to work on an early or late shift rota with Sports Centre staff to ensure Duty Manager cover is 
available throughout the working day, 7 days a week including Saturdays and Sundays. 

Process monthly payroll entries in partnership with Sports Centre Manager. Manage staffing, 
timesheets, holiday and sickness absence to ensure business as usual. 

Ensure excellent customer service via an efficient reception and switchboard service, dealing with 
general enquiries and sales bookings in a timely manner, collecting and processing customer feedback. 

Responsible for purchasing various consumables for the Sports Centre. 

Payment handling of Sports Centre sales, including cash & card transactions, and daily reconciliation 

Oversee the completion of daily tasks as required, including supervising lifeguard duties, and carrying 
out checks on all Sports Centre facilities to ensure they are safe, clean and fit for use by hiring groups. 

Other tasks required to be carried out that may reasonably be considered to be part of running a 
successful Sports Centre. 

Lifeguarding and Swim Teaching 

Cover lifeguard shifts on the rota as required – 1 day is planned, otherwise as required  
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Corporate Responsibilities  

People 

Supporting recruitment, induction and training as required 

Preparing for one to one meetings and annual appraisal with your line manager and your line reports 

Responsible for the overall effective management of your line reports including dealing in the first 
instance with any grievances and disciplinary matters 

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 strategy 

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 

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 

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

Planning and budgeting 

Input on annual plans and budgets (we start the budgeting and planning process in February each year) 

Contributing to effective day-to-day financial management through monitoring and controlling spending 

 
 
 

Person Specification 
 

Qualifications 
Essential (E) 
Desirable (D) 

Current National Pool Lifeguard Qualification E 

Pool Plant Operator Certificate E 

Swimming Teacher Qualification D 

First Aid at Work Certificate D 

RLSS NPLQ Trainer Assessor D 
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Skills, Experience and Knowledge 
 

Experience in leisure management as a Duty Manager, Operations Manager, or similar E 

Working knowledge and awareness of health and safety practice in leisure facilities E 

Experience of providing the highest levels of customer service across a range of clientele, 
managing communications, resolving conflict, delivering excellent experiences 

E 

Computer literate and comfortable using the Microsoft Office suite  E 

Line management experience  E 

Experience of training staff and carrying out observations E 

Working with external suppliers for the purchase of leisure centre equipment and services E 

Experience and skilled in the teaching of swimming D 

Personal Attributes 
 

Good organisational skills with excellent attention to detail E 

Articulate communicator with a confident telephone manner and excellent written skills E 

Self-motivated with a positive attitude and keen willingness to learn E 

Ability to work independently and on your own initiative, as well as in a team environment E 

Absolute discretion and ability to maintain confidentiality E 

Able to work evenings and weekends as required on a rota basis E 

Committed to improving the lives of children and young people.   E 

 

Terms and Conditions 
 
Salary: £20,126.59 per annum, plus uniform, meals on duty, contribution to qualifications  
Hours:   37.5 hours per week 
Leave: 31 days per annum plus 8 bank holidays  
 
 

Important Dates to Note 
 
Closing date for applications:    5pm on Thursday 31st January 2018 
 
Interview date:  Applications will be reviewed for shortlisting on receipt thereof. 

Interviews will be held on Thursday, 7th and Friday, 8th 
February 2019. 

 
Submit your CV and cover letter via email to recruitment.woodrow@londonyouth.org  
If you would like to ask any questions about the role or process do feel free to ring 01494 432 
433 and ask for Emma Collins. 

mailto:recruitment.woodrow@londonyouth.org

