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JOB DESCRIPTION

	Job Title: Leisure Services Administrative Assistant
	Grade: Scale 3

	Division:  Cultural and Leisure 
	Accountable to:  Business Support Manager

	Current Postholder: 
	Responsible for: Nil Staff

	Posts Nos: H514
	TEMPORARY ONE  YEAR CONTRACT TO COVER MATERNITY LEAVE


Purpose of Job:

To provide effective administrative support for all aspect of the Leisure and Sports development programme of activities throughout the year, and provide support to the Green Spaces team in respect of pitch bookings and allotments.
Duties and Responsibilities

1. To act as first point of contact for all enquiries received by the Leisure Service Department and to liaise with the general public on a one to one basis to assist and resolve queries and issues as the arise on a daily basis.
2. To exercise and demonstrate a high quality of customer care in line with Council policy

3. Provide administrative support within the Recreational Services Section including typing, filing, answering the telephone, photocopying, faxing, ordering, maintaining inventory lists and updating databases.

4. Process incoming mail, create and update files as necessaryand deal with general enquiries to the section ensuring accurate information and advice is given or that enquiries are directed to the appropriate member of staff.
5. Liaise with community groups and outside bodies to assist in the organization of events, venue booking, publicity etc.

6. Collate information / data  and management information and assist with the preparation of reports and documents to draft stage as requested, undertaking any research as necessary, and preparation of any presentations for colleagues.  Maintain and update and improve databases systems, retrieve information as necessary.
7. Responsible for producing information and statistics for managers and other staff and assisting with the interpretation and analysis of trends and forecasts to enhance decision making processes in relation to services provided by Leisure Services, and to monitor performance against Performance Indicators
8. Under direction prepare written communications to and in response to other agencies, enquiries and complaints, maintaining appropriate records.
9. Coordinate, produce and distribute all papers in connection with Charnwood Sports Council, including coordinating letters in respect of grant offers / refusals and processing grant payments to relevant individuals and organisations.
10. Responsible for the coordination of the marketing and promotion of the services provided by Recreational Services and the production of suitable promotional materials (e.g. newsletters, booklets, fliers etc).
11. Responsible for the upkeep and management of the Leisure Services website, including content management, editing, assisting with the introduction of new shared pages, such as L & E team page and events calendar.
12. Responsible for processing bookings for activities and courses, including the management of and development of appropriate databases and IT systems. 
13. Responsible for the co-ordination and booking of sports pitches / courts on Borough Council owned parks and open spaces including regular liaison with the sports clubs and organisations who use them and for the preparation and distribution of any associated invoices and processing of payments.
14. Responsible for the co-ordination and promotion of the GP Referral scheme; including organisation of inductions, correspondence with participants, collation of information packs and collection and analysis of monitoring and evaluation information.
15. Responsible for the receipt and banking of all monies received.  Responsible for petty cash including expenditure, receipts and balancing of the account.
16. Responsible for processing of order requisitions and invoices and maintaining up to date budgetary information.
17. Responsible for ensuring efficient stock control, liaising with local suppliers in the provision of stationary and basic stock items and managing and controlling the relevant printing and stationary budget allocations.
18. Assist with the development, co-ordination and promotion of  the Wild Card scheme, including maintaining the database.
19. Provide administration support at meetings including agenda preparation, collation of supporting papers, minute taking, production and distribution of minutes.
20. Have responsibility for the effective collection and interpretation of performance monitoring information.
21. Assist in the co-ordination of casual staff, coaches and exercise instructors.
22. Liaise with external organisations as required.
23. Ensure that customers receive :
· An efficient and caring service

· Prompt attention and action

· Courteous and helpful advice and guidance

· Sensitive and sympathetic attention

· Reliable information
24. Delivery of an effective and appropriate service to all service users, fairly and without discrimination.
25. As a term of your employment you can be required to undertake such other duties commensurate with your grade, and/or hours of work, as may reasonably be required of you at your initial place of work or at any other of the Authority's establishments.

Note:
This job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the postholder and the Council in understanding the prime functions of the post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and requirements associated with and covered by the grading of the post.

This job description is current at 1st November 2008.

Management has the right to vary the duties after consultation with you

Agreed

       Human Resources Advisor
