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JOB DESCRIPTION

	Job Title: Children & Young People Activity Coordinator
	Grade: 4


	Division: Leisure Services
	Accountable to: Senior Sports Development Officer

	Current Post holder: Not applicable
	Responsible for: Sports and Leisure Activity Leaders, Assistants and volunteers

	Post No: M170
	


Purpose of Job: 

To co-ordinate, book, oversee delivery, deliver and supervise a range of sport and leisure activities for young people across the borough of Charnwood for Leisure Services.
Duties and Responsibilities

1
To plan and co-ordinate the school holiday and term time sport and leisure activity programmes.
2
To ensure the activity programmes are safe and appropriate to the needs/abilities of the participants involved, ensuring that Health and Safety regulations are adhered to.
3
Plan and deliver the promotion of opportunity for priority groups to participate in sport and leisure activities, such as disabled groups, minority ethnic groups and groups that are in categories of social or health deprivation
4
To maximize the use of all facilities available including those of Charnwood Borough Council educational establishments and those that are based within the community

5
Liaise with external staff and other Charnwood Borough Council officers to encourage a co-ordinate approach to the development of sustainable sport / leisure programmes across the borough
6
To contribute to ensuring that all administration and financial systems, including budgetary targets, are properly implemented and that all necessary statistics are kept accurately

7
To promote the Wild Card and Holiday Activity Programmes within schools, clubs and the community, including preparing of press releases, and raise awareness across Charnwood
8
To undertake administrative functions needed to fulfill sports / leisure development objectives e.g. dealing with enquiries, promoting the wild card, processing bookings and ensuring that the programme quality is maintained
9
Lead in the provision of a reception service including receiving participants to sessions, enrolling participants, assisting in the processing of activity bookings and dealing with members of the public and 
10
Assist in the recruitment, management and programming of work of casual staff, coaches and volunteers

11
To plan and coordinate to the development and delivery of training programmes for casual staff and volunteers
12
To lead a team of sport and leisure activity leaders, assistants and volunteers during 
activity sessions and trips

13
To plan and deliver a variety of sporting opportunities ranging from sport specific coaching courses to multi activity sports, leisure activities and competitions
14
To complete monitoring and evaluate and improve the sports and leisure holiday activities and programmes

15
To deliver an effective and appropriate service to all service users, fairly and without discrimination

16
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

17
Some unsociable hours (evenings/weekends)

Some traveling required for outreach work


Possibility of some mini bus and van driving to activities



Note:
This job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the post holder 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 13th January 2010
Management have the right to vary the duties after consultation with you.

Agreed

        Human Resources Advisor


