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NARROMINE SHIRE COUNCIL
POSITION TITLE

SPORT AND RECREATION OFFICER
DEPARTMENT

INFRASTRUCTURE AND ENGINEERING SERVICES
REPORTS TO


RECREATIONAL SERVICE SUPERVISOR
STATUS


FULL TIME
HOURS OF DUTY

MONDAY – FRIDAY




35 HOURS PER WEEK (Hours may vary due to activities)
GRADE


8 ENTRY – STEP 5
LAST PD REVIEW

September 2017
POSITION OBJECTIVE

To assist and support the Recreational Services Supervisor in the efficient operation of the Narromine Sports and Fitness Centre.
To ensure a high standard of customer service to clientele and advice to all sports centre users and patrons.
Implement and manage sporting competitions using the stadium (eg. Indoor netball, soccer, basketball competitions) to be running ongoing throughout the year – success could expand into outdoor competitions such as touch football/oztag, school holiday programs etc.
Work with sporting clubs and local schools to consider other opportunities for sporting provision within the shire with an aim to increase participation of the community.

Show potential members through gym facilities – assist members with using equipment safely – induct members.

Recruit contracted staff to run fitness classes and training sessions using the gymnasium facilities.
Assist with Life Guard duties if required at Councils Swimming Pools.
KEY ACCOUNTABILITIES AND DUTIES

Shall include but not be limited to:

· Welcome customers on site and provide appropriate assistance and deal with any customer enquiries, carry out inductions to equipment.
· Answer incoming telephone calls in a friendly and professional manner.
· Assist with patron safety and security.
· Handle customer complaints/suggestions and forward to the relevant supervisor.
· Provision of counter duties, operation of cash register, taking bookings and answer membership enquiries for centre users and the broader community.

· Ensure professional presentation and cleanliness of the centre and perform cleaning duties as required.

· Assist in the co-ordination of events and activities within the centre as directed, including set-up and pack-up equipment.

· Carry out regular inspections of all equipment.

· Such other relevant duties as required from time to time which would generally fall within the scope of this position.

KEY PERFORMANCE INDICATORS

· Sports centre equipment operated and maintained in a safe and efficient manner
· All allocated tasks are completed to standard
· Maintain the cleanliness of the centre to standard.
· All liaison carried out in a professional manner being a positive ambassador for Narromine Shire Council.
· Follow Council’s policies and procedures.
· Other targets as agreed are achieved.
GENERAL DUTIES/RESPONSIBILITIES 

· Ensure implementation of Council’s decisions and policies

· Respond to enquiries from the community in  a courteous and timely manner

· Actively participate in cross section communication and planning

· Ensure quality customer service is a primary focus in all activities

· Promote the image of Council as courteous, responsive and efficient

· Undertake specific projects as specified.

· Ensure work practices and work environment meet statutory and corporate Work Health and Safety requirements.

· Comply with Council’s Equal Employment Opportunity policy.

· Comply with Council’s Code of Conduct.

· Any other duties as directed by the Manager Recreational Services that are within the skills and competencies of the incumbent.
SELECTION CRITERIA

Essential:

· Certificate in Sports Science or Equivalent 

· Demonstrated experience in customer service
· High Level verbal communication skills for managing telephone and personal contact with members of the public
· Demonstrated ability to work in a busy environment under limited supervision
· Cash handling experience
· Class ‘C’ Drivers Licence.

· Strong organisational skills.

· Cash handling experience.

· Knowledge of relevant WHS policies and procedures

· Current First Aid / CPR certificate
Desirable:

· Hazardous Substances Handling Certificate

· Experience in establishing and managing a budget.
· Knowledge of the requirements for guidelines for safe pool operation

· Lifeguard certification

Acknowledgement


I have read and understood the contents of this position description and accept the following:

· This position description is not to be considered as a complete list of responsibilities and that other duties may be required consistent with my grade/classification from time to time.

· My position is dynamic and that continuing development, change and improvement of processes, practices, knowledge, skills and behaviours is expected by Narromine Shire Council.

·  My position will develop over time and this position description will facilitate this development as a ‘living document’ that I will actively invest in.

	Signed

____________________Date___________

Employee
	Signed

____________________Date___________

Supervisor
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