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Position Description

	POSITION
	Services Coordinator

	SECTION
	Key Venues - Blacktown Leisure Centre Stanhope (BLCS)

	DEPARTMENT
	City Living

	BUDGET SUBJECT
	874     

	POSITION NO.
	BCC820

	POSITION TYPE
	Full-time

	REPORTS TO
	Centre Manager

	DIRECT REPORTS
	Yes

	POSITION GRADE
	Band 2, Level 2, Salary System Grade 8

	DATE
	February 2015


POSITION CONTEXT

· The Key Venues (KV) section is positioned within Blacktown City Council’s Directorate of City Living. 
· Key Venues are administered under the authority of Blacktown Venue Management Ltd (BVM), a company wholly owned by Council acting as Council’s Managing Agent. 
· All employees of Key Venues are employed by Blacktown City Council (BCC) and seconded to Blacktown Venue Management Ltd.   
POSITION PURPOSE:
· The purpose of the position of Services Coordinator is to directly organise, lead and coordinate the front desk, catering and administration teams as well as coordinating and delivering the function of training and development for all Blacktown Leisure Centre Stanhope (BLCS) personnel. 
· Monitoring of pre-requisite qualifications, ensuring re-qualification is coordinated and delivered and ensuring that all personnel maintain the essential qualifications and training required for a busy multi-functional facility. 
· The position will also ensure Work Health and Safety (WHS) systems at the Centre are effective to ensure that full compliance with all regulations and guidelines is maintained at all times and all staff have a high knowledge of WHS requirements.
· Act in accordance with the NSW WHS Act 2011, WHS Regulation 2011 and the Work Health and Safety (WHS) Management System to ensure a safe place of work.

QUALIFICATIONS & EXPERIENCE: 

Essential:

· Relevant qualifications in a related field.

· Minimum three (3) years supervisory experience.

· Current driver's licence.
· Current Working With Children Check
AUTHORITY: 
· The incumbent has the authority to take any reasonable action that is consistent with the responsibilities of the position and to ensure the safe and efficient undertaking of work activities, which are consistent with the responsibilities of the position. The incumbent’s authority is subject to any limitation imposed by the BCC and/or BVM Management Team, BCC and/or BVM Policies, Procedures and Work Instructions.

KEY ACCOUNTABILITIES:
· Ensure the Leisure Centre operates successfully and in accordance with meeting the service goals and objectives.

· Successfully provide training and development support systems through the efficient and effective use of physical, human and financial resources invested.

· Provide quality customer service through competent, committed and confident program personnel who are empowered and enabled to take responsibility for meeting customer expectations within agreed parameters.

· Provide a safe environment for the enjoyment of customers through compliance with standards and requirements.

· Maintain ‘good employer’ relationships with program personnel and manage human resources through effective performance management, training and development.

· Ensuring the centre is managed in line with industry best practice and high levels of service and customer satisfaction.

· Ensure compliance with all legislative and Safety Regulations
· Ensure the centre meets all standards and policies set down.
WHS:

· Act in accordance with the NSW WHS Act 2011, WHS Regulation 2011 and the WHS Management System.

· Implement, monitor and, or comply with councils WHS Management System, including but not limited to WHS Policies, Standard Operating Procedures, Risk Assessments/Work Instructions and associated system tools in their relevant work area.

· Adequately familiarise themselves with their WHS responsibilities and actively fulfil these as indicated in the WHS Responsibilities guideline WHS001.

Corporate:
· To commit to and embrace the objectives of Blacktown City 2030 – City of Excellence, and to be accountable for participating as appropriate in the allocated program of works designed to deliver on the identified objectives as directed. 
Equal Employment Opportunity (EEO):

· Demonstrate appropriate knowledge of, and commitment to, EEO principles and anti-discrimination law in the workplace.

Environmental Sustainability:

· Act in accordance with the Protection of the Environment Operations Act 1997 (NSW), the Local Government Act 1993 (NSW) and seek to conserve and enhance our local environment, in consideration of Council’s environmental sustainability policy through our work practices, programs and services.
DUTIES:

· Actively participate as directed in the induction and training of Leisure Centre personnel to ensure the provision of quality customer service through competent and customer focused staff who are empowered to take responsibility for meeting customer needs within set parameters.

· Provide and maintain high standards of professionalism and business probity during liaison with customers and organisations.  

· Effective deployment and use of staff resources including organisation and checking of rosters, daily work schedules and procedures and ‘stand-in’ cover, as required.

· Report on any equipment, plant or building services issues.
· Contribute to ensuring high standards of cleanliness and hygiene are maintained throughout the facility through observation, reporting and, where necessary, urgent, immediate response.  

· Be familiar and maintain a level of knowledge and competence that ensures familiarity with all operations and programs associated with the facility.
· Maintain effective customer relationships with regular user groups, individuals, debtors, creditors and Council support staff.  

· Liaise with other staff within the facility to ensure the most efficient use of resources.

· Take a lead role in ensuring full compliance of the provisions of WHS is maintained at all times.
· Attend to customers and potential customers of the centre regarding activities, programs and protocols whether face-to-face, via received facsimile, email enquiry or telephone contact.   
· Ensure all statistical and information forms completed are accurate, legible and complete.
· Lead, attend and actively contribute to all meetings, as directed.
· Regularly check for messages and information during your working hours in the areas designated for receipt of such messages and take action as appropriate.
· Carry out and record performance review of direct staff, advising the Centre Manager of ongoing training and development required.
· Provide leadership that results in motivated and effective employees. This includes assisting with the managing of performance and identifying and   fulfilling the training needs of Centre personnel. 
· Manage expense and income budgets, as directed. 
· Complete daily, weekly, monthly, bi-annual and annual documentation as required and within timelines stated. 
· To facilitate, attend and actively participate in staff meetings and training workshops on a routine and systematic basis.
· To liaise with suppliers to ensure the best possible product for the best possible price. 
· Conduct tours of the Centre for visitors or new members. 
· Liaise with other supervisory staff both within the facility, at other Key Venues   and at Council to ensure the most efficient use of resources.

· To actively support and foster all facility staff working together as a “team” to meet the requirements expected by the Key Venues section, BCC and BVM.

· Provide leadership which results in motivated and effective employees. This includes managing performance of facility teams and identifying the training needs of all Centre personnel in conjunction with colleagues.

· Ensure personnel hold current pre-requisite qualifications for the roles they are employed for.

· Assist colleagues at other Key Venues as requested from time to time. 

· Other duties as from time to time as may be reasonably required and requested by and/or through the BVM Chief Executive Officer or his or her nominee.     
· Provide clients members and course participants with up to date facility and program information, which assists formulate an expectation about their program.

· Ensure quality programmes and customer service remains the focus in all program deliverables. 
· Maintain close working relationship and provide necessary information to the Aquatics Coordinator and Sports & Fitness Coordinator. 
· Hands on involvement in service delivery, as required.
· Develop work schedules and monitor timesheet recording.
· Recruitment, training, induction, monitoring and evaluation of Centre personnel.
· Provide regular coaching and counselling for Centre personnel.
· Manage staff against work plans.
· Identify professional training needs and organise delivery of agreed training.
· Ensure all staff are kept current in all health and safety procedures including, accident, incident and emergency evacuation and the use of programme equipment.
· In cooperation with the Centre Manager, coordinate promotions and   advertising for the delivery of programs with a view to maximising participation and programme viability in respect of both economic and social returns.
· Maintain financial overview and accountability for designated budgets   including operating expenditure and revenues.
· Maintain equipment used for all service delivery, catering and administration purposes.
· Provide reports as directed by the CEO BVM or his/her nominee covering detail of financial and non-financial performance for activities undertaken within the Centre. 
· Maintain knowledge and implement Health and Safety policies and procedures. Respond to emergencies as specified in the Centres Emergency Action Plan.
· Implement and Monitor Council’s WHS policies, procedures and work instructions within area of responsibility to achieve and maintain WHS standards.
· Ensure that appropriate action is taken to implement WHS policy, health and safety procedures and legislative requirements.
· Monitor Health and Safety performance 
· Actively take part, where required, in the resolution of safety and injury management issues.
· Review all accidents/incidents and prepare appropriate reports.
· Review all health and safety related reports and take appropriate action.
· Take active part in the WHS committee where required.
· Consultation with employee WHS committee members and representatives, particularly on any workplace changes which have a health and safety component.
· Ensure all employees are inducted, oriented and receive regular training are required to do jobs safely.

SELECTION CRITERIA:

· Relevant experience in accordance with requirements outlined in the position description.

· Experience in administration systems and procedures in a busy office Environment.
· Knowledge of applicable legislation/regulations.

· Knowledge of and/or experience of training and development program.
· Excellent organiser.
· Logical with excellent ‘attention to detail’.
· Cash handling experience and cash management skills.
· Proficient use of various computer applications.
· Excellent telephone manner.
· Experience working both within a team environment and as a ‘self-starter’.
· Demonstrated commitment to customer service.
· Availability to work flexible working hours.
PERFORMANCE CRITERIA:

· Effective reporting of operational issues to the BVM CEO or his/her nominee.
· As per Council’s Performance Management System.
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