

North Warwickshire Borough Council

Job Description

Post Title:
Site Supervisor
Division:
Leisure & Communities
Section:
 Leisure Facilities
Responsible to: 

Operations Officer (Polesworth) 
Safeguarding:

All staff at North Warwickshire Borough Council are required to positively contribute to the Borough Council’s responsibility to safeguard and promote the welfare of children, young people and adults with care and support needs. It is their professional duty to be aware of the signs and symptoms of abuse and, in accordance the Safeguarding Policy and Procedures, to respond appropriately to any Identified concerns.
Special Conditions:

DBS Disclosure satisfactory to North Warwickshire Borough Council.
Scope and Responsibilities:

To be responsible for the opening, supervision, maintaining security, and locking up of the sports facilities hired out by or that are the responsibility of North Warwickshire’s Leisure Facilities at the premises you are overseeing. Sports facilities could include Astro or three G pitch, Multi Use Games Area and other courts, grass pitches, green space, Sports Hall and Function Rooms and other.  

Overall Purpose of the Position
1. To be the front facing representative of the NWBC sports services offering to public. 
2. To maintain security and protect the assets of the organisation at the assigned site.

3. To supervise, manage and maintain relationships with facility users.
4. To manage, co-ordinate and supervise the on-site operation.
5. To maintain safe access and egress at the assigned site.
6. To carry out essential items of cleaning, minor maintenance and repairs.

7. To be completely competent in the operation of the equipment for the facility and able to assist users set up and dismantle at change over times and within the requirements of the facility operation.

8. To inform the Operations Officer (Polesworth) immediately if an occurrence or situation arises to prevent the normal operations of the facility from commencing.

9. To maintain close links with leisure centre staff regarding bookings, payments and any customer issues, and to ensure that only hirers that have booked the facility are allowed access to it.

Principal Responsibilities

1. Open the assigned site, ensure the facility is safe prior to any persons entering the facility.
2. To be responsible for the health, safety, and welfare of directly supervised employees, customers and the public and to ensure that safe working practices and compliance with all legal obligations regarding health and safety are maintained.
3. To ensure that hirers adhere to the terms and conditions of booking when using the facilities.

4. Carry out facility checks and litter picking/cleaning to the facility.
5. Before any public use of the facility check the condition of the facility is safe and appropriate for use including floors, lighting, equipment, building structure, and any others. Carry out any appropriate actions to repair or make the area safe for use where possible. Put areas out of order if required and report issues through the reporting procedure.

6. Liaise with School Teachers, Caretakers and other staff and representatives of private organisations in an appropriate manner as a representative of the Council.

7. Carry out checks and ensure all signage is clear and visible.

8. Monitor and maintain the level of cleanliness throughout the operation.

9. Ensure regular supervision of the sports facilities and periodic supervision of the toilet and changing areas and car parks.

10. Check and secure the facility, lock up and ensure the area is secure at the close of play

11. If available, respond as key holder to any out of hour’s emergency at the facility.
12. Undertaking such other appropriate duties as may be entrusted to the post holder and which are considered to be related to the post of Site Supervisor.

13. To undertake any training or further qualifications deemed appropriate to the post.

Agreed by Postholder:  ..........................................................................................................

Date:  ...................................................................

Agreed by Assistant Director: ..............................................................................................

Date:  ...................................................................

