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Leisure Projects & Admin Officer (Post 2564)
Service Area
Environment and Leisure
Manager/Team Leader
Leisure and Locality Services Manager
Direct reports
None
Total Managed
None
Purpose of the Role
To provide technical administrative and project support across the Leisure and Locality Service. To contribute to the professional and efficient delivery of all areas of the service, which includes The Countryside Service, Leisure Contract, Pier Pavilion Theatre Contract, Markets, Foreshores, Physical Activity Development and Blue Flag Beaches & Beach Safety.   
Key Result Areas

1. Provision of general administrative support across the Leisure and Locality Service.

a. Arranging meetings and events - producing agendas, taking minutes and managing workplans.

b. Dealing with and responding to requests, enquiries, complaints and correspondence from customers, members, businesses, other departments and external agencies, responding where able or escalating where appropriate.
c. Preparing correspondence, records and reports as appropriate and necessary. 

d. Administering team processes and providing support to officers to ensure the effective delivery of the work of the team.
2. Lead officer for the promotion of all Leisure and Locality events & activities, including liaison with internal Communications Team, preparation of promotional materials, management of service specific social media accounts and the booking processes. 
3. Play a key role in the organisation and delivery of all service events and activities.
4. Assist the production of Green and Blue Flag Applications, and the ongoing works to maintain these awards.

5. To attend sites such as beaches and parks to support events and as part of the maintenance of the Green and Blue Flag awards.
6. Collating, inputting and analysis of data required for performance reporting.
7. Raising work requests and monitoring progress utilising the Council’s Asset Management System for the Leisure Service.
8. Ensuring Freedom of Information requests are handled within timescales.
9. Liaising with elected members, and internal & external partners to support the effective delivery of The Leisure & Locality Services.
10. Handling and processing financial information, including: 

a. Raising purchase orders, invoices, credit notes and cancellations.

b. Processing invoices for payment and raising customer refund requests.

11. Reviewing and maintaining all records, procedures, policies, and other documentation across the service.
12. Support the service to play an active role in the delivery of the corporate policies, strategies and Action Plans.
13. Be the officer responsible for ensuring that all Leisure and Locality webpages and service specific social media accounts are kept up to date.
14. To promote and adhere to the workplace values of our organisation.

15. To take reasonable care for the health and safety of yourself and other persons who may be affected by your actions or omissions at work.

16. Any other work required and as directed within the confines of the existing grading and post.

[image: image2.jpg]NORTH

PERSON SPECIFICATION ! DISTRICT

COUNCIL




	Leisure Projects and Admin Officer

	
	Essential
	Desirable
	How

Identified

	Experience/

knowledge
	Experience of performing administrative duties in a complex and varied service
	(
	
	Application Form/

Interview

	
	Experience of dealing with customers both face to face and on the telephone. Giving advice and signposting enquiries
	(
	
	Application Form/

Interview

	
	Experience of working in a close team environment
	(
	
	Application Form/

Interview

	
	IT literate with good knowledge of Microsoft Office programmes  
	(
	
	Application Form/

Interview

	
	Experience of inputting, collating and analysing data
	(
	
	Application Form/

Interview

	
	Knowledge/experience of Local Government
	
	(
	Application Form/

Interview

	
	Knowledge/experience of one or more areas of Leisure & Locality Operations
	
	(
	Application Form/

Interview

	
	Experience of supporting projects and events
	(
	
	

	

	Qualifications
	Good Standard of general education beyond GCSE or BTEC or NVQ level 3 or equivalent
	(
	
	Application Form 

	
	Full Driving Licence
	(
	
	Application Form

	

	Training
	Training in the use of Microsoft Office software including, Word, Excel and Access
	(

	
	Application Form 

	
	Financial systems and control
	
	(
	Application Form

	
	Customer care training
	
	(
	Application Form/Interview

	
	Event management training
	
	(
	Application Form/Interview


	

	Skills
	Good communication skills (written and verbal) 
	(
	
	Application Form/

Interview

	
	A good level of numeracy
	(
	
	Application Form

	
	Tactful, diplomatic and able to maintain confidentiality
	(
	
	Application Form/

Interview

	
	Ability to work independently and to tight deadlines 
	(
	
	Application Form/

Interview

	
	Self-motivated, organised and enthusiastic
	(
	
	Interview

	
	Customer care skills and ability to provide advice on a range of service issues
	(
	
	Interview

	
	Adaptable to change
	(
	
	Application Form/

Interview

	
	Ability to work to a budget
	(
	
	Application Form/

Interview

	
	Ability to build positive relationships with partners, external organisations, internal contacts and elected members
	(
	
	Application Form/

Interview

	
	Good time management, planning and scheduling
	(
	
	Application Form/

Interview

	
	Able to prioritise, plan and manage workload including a range of competing priorities within a political environment
	(
	
	Application Form/

Interview

	
	Ability to solve complex problems across a range of services
	(
	
	Application Form/

Interview

	
	Ability to organise and co-ordinate  projects and events from concept to delivery
	(
	
	Application Form/

Interview

	

	Aptitude and

Disposition
	Helpful and considerate to customers and colleagues
	(
	
	Interview

	
	Ability to work alone or as a member of a team
	(
	
	Interview

	
	Well organised and methodical
	(
	
	Interview

	
	Flexible approach to work
	(
	
	Interview

	
	Positive, proactive and customer focussed 
	(
	
	Interview

	

	Personal

Circumstances
	Prepared to work outside of normal office hours on occasions
	(

	
	Interview

	
	Sufficient personal mobility to undertake site visits and move between or around different sites
	(

	
	Interview

	
	Has access to personal transport on a daily basis
	(

	
	Application Form

	Physical
	Ability to undertake a variety of terrain in all weathers and environments
	(

	
	Interview


*In order to assess from the application form please provide us with an example.
Our Values and Behaviours 
The values and behaviours we seek from our staff draw on the high standards of the Council:

Fairness - We respect people and treat everyone fairly

Ambition - We welcome new challenges and embrace change

Integrity - We are open and honest and listen

Resourcefulness - We strive to be efficient with our resources

This role is subject to a satisfactory Basic Disclosure & Barring Service (DBS) check.
