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BANBRIDGE




POST INFORMATION
1. POST DETAILS

Department:
Community & Enterprise 


Job Title:
Part Time Female Recreation Assistant 


Reporting to:
Supervisor or other designated Officer


Based:
Banbridge Leisure Centre, Havelock Park and Solitude Children’s Play Park,   

                          but may also be required to cover shifts within Rathfriland Community Centre,     

                          Dromore Community Centre, Ferris Park or other designated Council Leisure    

                          facilities.


Salary:
SCP 15 - 18  £16,054 – £17,161 per annum pro rata (based on 37 hours per week) plus 10% irregular hours payment (Qualified Rate)
Hours:
       1,508 annualised hours (average of 29 hours per week).  Shifts will be worked to 

cover a variety of shifts between 7:00 am to 11:00 pm.  Regular weekend and          

       Public Holiday working is also required.

The above post is exempt under section 7 (2) (b) of The Sex Discrimination Order 1976.
2. JOB PURPOSE

The postholder will mainly be required to cover hours/shifts within Banbridge Leisure Centre, Havelock Park and Solitude Children’s Play Park, but may also be required to cover shifts within Rathfriland Community Centre, Dromore Community Centre, Ferris Park or other designated Council Leisure facilities.
The postholder will provide a quality customer care service through continued and constant liaison with customers and shall undertake a wide range of duties which include supervision/cleaning of ‘wet and dry’ changing, showering, activity and recreational areas.  She must also ensure that all duties are carried out in accordance with health and safety requirements.

Shifts will be worked to cover a variety of shifts between 7.00 am to 11.00 pm.  Regular weekend and Public Holiday working is also required.

3.
PERSON SPECIFICATION

Applicants must have relevant recognised qualifications at a minimum of NVQ 2 standard (or equivalent), such as NVQ 2 in Leisure & Recreation OR a minimum of 6 months relevant employment experience in a customer facing environment.
Preference will be given to applicants who hold the RLSS Bronze Medallion (or equivalent) or the RLSS Pool Lifeguard qualification (or equivalent).

Additional recognised first aid qualifications, coaching qualifications, relevant employment experience and/or relevant qualifications in sport or leisure would be an advantage.
Short-listed candidates will be required to undertake a Water Fitness and Competency Test.

If the successful applicant does not hold the RLSS Bronze Medallion (or equivalent) she must obtain this qualification within 3 months of commencing employment.  During this period of training the rate of pay will be SCP 11 £7.63 per hour (Unqualified Rate) plus 10% irregular hours payment. Full training will be provided.  Subject to successful attainment of the RLSS Bronze Medallion within the above stated timescale the Qualified Rate will then be paid, SCP 15 - 18  £16,054 – £17,161 per annum pro rata plus 10% irregular hours payment.
If the successful applicant does not hold the RLSS Pool Lifeguard qualification (or equivalent) she will also be required to obtain this within 6 months of commencing employment.  Full training will be provided.
4. 
   MAIN DUTIES

1. Perform swimming pool lifeguard duties as required (Qualified postholders only).
2. Supervise changing/showering rooms and other areas of the Centre as required.

3. Assist and/or perform Swimming Teacher duties as directed and on the successful completion of training.

4. Assist with any training or coaching courses as required.

5. Assist with any indoor/outdoor schemes and special events etc as required.

6. From time to time, supervise soft play area and any other activities or areas as directed.

7. Assist with fire and security drills and with the evacuation of the building should it become essential.
8. Maintain the cleanliness of the facilities which includes all activity areas, other related areas, passive areas and any associated equipment/fixtures.
9. Enforce regulations which have a direct impact on health and safety and the wellbeing of all members of the public using the Centre.  Monitoring and supervising the public to such effect.

10. Upon request assist in maintaining standards of cleaning on outside facilities.


11. Follow an approved training programme and develop a working knowledge of all normal operating procedures, emergency action plans in particular and supervision of the public in a manner to prevent injury.


12. Establish and maintain customer awareness of Council’s policies and procedures, and include health and safety policies while still maintaining good customer care practice.


13. Responsible for safe handling, erecting, dismantling, cleanliness and storage of equipment and materials within the Centre and around the facility as required.  Responsible for setting up and taking down of equipment for centre bookings, according to timetables, and ensuring that all activities run efficiently.  Adapt such timetables as required and acting on information provided by Duty Officer and Receptionists regarding alterations to bookings.


14. Responsible for correct use and care of equipment and machinery in respect of the normal operating procedures of the Centre.


15. Responsible for safe and correct use of all cleaning chemicals used in the facility, as specified by COSHH, and ensuring cleaning is carried out in a safe manner with regards to health and safety of customers and employees.
16. Responsible for administering first aid ensuring incidents are dealt with efficiently and promptly, and ensuring health and safety of public and fellow employees whilst carrying out such duties, also responsible for recording accurate details relating to such incidents.

17. Report defects or damage to building and equipment, fixtures and fittings of the facility.

18. Assist with the induction of new recreation assistants, which includes normal operating procedures, emergency action plans, erecting and dismantling of all equipment, ensuring all aspects of health and safety are covered.

19. Ensure and adhere to all relevant policies and procedures laid down by Council.

20. At all times ensure compliance with Council’s policy on child protection both in carrying out duties and in supervision.

21. Litter picking within the facility boundary as directed.
22. Undertake such other duties as may be required and participation in interchange of duties to cover for periods of absence.

The Council may retain a list of reserve candidates arising from this recruitment for any similar vacancies which may arise.   Such a reserve list will be compiled and held for a period of 12 months.
5.
SUMMARY OF TERMS AND CONDITIONS OF EMPLOYMENT


In the following Terms and Conditions, any reference to “the Scheme” means the Scheme of Conditions of Service recommended by the National Joint Council as amended from time to time and adopted by the Employing Authority.

Canvassing


Canvassing of members of the Council directly or indirectly shall disqualify the applicant.

Criminal Convictions

The successful applicant must disclose any criminal convictions made against him/her after employment commences.

Corporate Dress

The postholder will be required to wear an official uniform.

Disclosure


Applicants shall disclose in writing whether to his/her knowledge he/she is related to any Member of Senior Officer of the Council.


Holiday Entitlement


Annual Leave will be in accordance with the provisions of the Scheme of Conditions of Service recommended by the National Joint Council.  Minimum leave entitlement at present is 21 days, together with Statutory and Bank Holidays.  If the successful applicant is currently employed in the Local Government Service and has completed 5 years’ service, he/she may be entitled to an additional 4 days and he/she may similarly be entitled to a further additional 3 days after 10 years’ service.  These entitlements will be applied pro rata to part time and/or temporary employees.

Hours of work


1,508 annualised hours (average of 29 hours per week).  Shifts will be worked to cover a variety of shifts between 7:00 am to 11:00 pm.  Regular weekend and Public Holiday working is also required.

Increments 
Increments are normally granted on 1 April each year until the maximum of your scale is reached.  Increments are subject to satisfactory service and are granted provided that 6 months' service has been served in the grade at that date.
However, persons appointed between 1 October and 31 March in any year will be entitled to an increment after 6 months, subject to satisfactory service and then subsequently granted on 1 April each year until the maximum of your scale is reached.

An increment may be withheld following an adverse report on an employee (subject to that employee’s right to appeal to the Council’s Grievance Committee).  Any increment withheld may be paid subsequently if the employee’s service becomes satisfactory.


Meal Breaks


Paid meal breaks are normally of half hour duration. The timing of such breaks will be determined by operational requirements.  Employees must remain on site for the duration of all breaks which may be interrupted due to the exigencies of the service.  Employees will be reimbursed this time.


Official Conduct

(a)  An employee shall devote his/her hours of employment to the duties of the office and not engage in any other employment without the express consent of the Council.

(b)  An employee shall not allow himself/herself to be put in a position where there could be conflict, either real or apparent, between his/her private interests and those of the Council.

(c)  An employee shall observe proper reticence in public discussion of the affairs of the Council and refrain from engaging in any political activity which might prejudice the impartial discharge of the duties.

(d)  If and whenever necessary, for the proper discharge of her office, attend at the Council Offices or other places at such times as may be required.

(e)  An employee shall not, under colour of his/her office or employment, exact or accept (whether directly or indirectly for himself/herself or for or through another) any fee or reward whatsoever other than his/her proper remuneration.


(f)  The public is entitled to demand of you, as a Local Government Officer, conduct of the highest standard.  Public confidence in your integrity would be shaken, were the least suspicion, however illfounded, to arise that you could in any way be influenced by improper motives.

 
Further guidelines on Employees’ Conduct which must be observed are contained in the Council’s Code of Conduct for Local Government Employees.

Preconditions


Any appointment is subject to:-

(a)  Production of a Birth Certificate for inspection,


(b)  Production of official evidence of qualifications (where required),


(c)  Receipt of a satisfactory medical report from the Council’s medical Advisor or alternatively from your own GP,


(d)  Receipt of satisfactory references,


(e)  Satisfactory completion of an Enhanced AccessNI criminal background check.


Probation

The appointment will be subject to a probationary period of 6 months at the end of which time, subject to a satisfactory report, the appointment will be confirmed. 



Retirement


An employee shall, on retirement, terminate his/her employment on the last day of the month in which his/her 65th birthday occurs.


Salary

Remuneration will be paid directly each month into the postholder’s bank/building society account, via Bank Automated Clearing System (BACS).



Sickness Payments

Entitlement to sick leave and sick pay will be in accordance with the conditions included in “the Scheme”.


Smoking Policy

The Council operates a No Smoking Policy in all Council premises and vehicles.

Superannuation

Employees have the option of joining the NI Local Government Officers Superannuation Scheme where they will pay percentage contributions based on pensionable salary and the Employer will pay a percentage as determined by the Northern Ireland Local Government Officers’ Superannuation Committee.  Deductions will be made from each month’s salary.
Termination of Employment

The employee is required to give one month’s written notice of termination of employment, such notice to commence on the first day of any month.  The Council will not give less than the statutory minimum period of notice required under the provisions of the Contracts of Employment and Redundancy Payments Act (Northern Ireland) 1965 (as amended).


Time Management System

A computerised time-management system will be in operation and all employees will be required to participate in this.



Training
The postholder will be required to undergo training and development as deemed necessary.

 

General

In addition to the foregoing, your employment is subject to:-

(1)
The General Conditions of Service recommended by the National Joint Council and to such additions or amendments thereto which may be adopted from time to time.

(2)
The Local Government Act (Northern Ireland) 1972 and any other relevant Local 
 
Government Legislation.



(3)
The Council’s requirements from time to time as to employees.



(4)
The completion of a written agreement, embodying the terms and conditions of 
 
employment.

IT IS THE APPLICANT’S RESPONSIBILITY TO PROVIDE SUFFICIENT RELEVANT INFORMATION TO DEMONSTRATE HOW THEY MEET THE MINIMUM SHORTLISTING CRITERIA AS OUTLINED IN THE PERSON SPECIFICATION ABOVE.

The Council reserves the right to enhance the essential criteria to aid shortlisting and may decide to interview only those applicants who from the information available, appear most suitable for the above position.  The appointment will be made in accordance with the Council’s Code of Employment Procedures, and canvassing will disqualify.

Application forms and further details are available from the Council’s website www.banbridge.gov.uk or by writing to the Human Resources Section, Banbridge District Council, Civic Building, Downshire Road, Banbridge BT32 3JY, quoting the appropriate Job Reference Number, to be returned NOT LATER THAN 12 NOON ON FRIDAY 13 AUGUST 2010.

	BANBRIDGE DISTRICT COUNCIL IS AN EQUAL OPPORTUNITIES EMPLOYER AND WELCOMES ALL SUITABLY QUALIFIED AND EXPERIENCED APPLICANTS, IRRESPECTIVE OF GENDER, MARITAL STATUS, SEXUAL ORIENTATION, RELIGIOUS BELIEF, POLITICAL OPINION, RACE OR DISABILITY.
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