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Job Description
Post title:
CASUAL HOLIDAY CLUB LEADER
Responsible to: DUTY/ASSISTANT MANAGER
	Job Purpose:

	To deliver and assist in a safe efficient and customer focused service in our School Holiday Club.

	Duties and responsibilities:

	1
	To ensure that the Holiday Club is prepared at all times for the customer, including setting up club equipment at the start and end of the day ensuring that all Health and Safety standards are maintained at all times.

	2
	To deliver a safe, professional, and fun experience to all participants to the Holiday Club.

	3
	To deliver Holiday Club sessions to a high standard and ensuring inclusivity so that all customers can take part.

	4
	To adapt and organise the Holiday Clubs activities in line with potential weather or booking disruptions.

	5
	To maintain that the Club’s checks, daily register, and maintenance schedule are completed on a daily basis and is up to date.

	6
	To ensure that the correct equipment is issued to participants using the Attraction and that it is stored in the correct manner and any damaged equipment is reported to the appropriate supervisor.

	7
	To undertake administrative work associated with operating the Holiday Club where required.

	8
	To follow the operating procedures bespoke to the holiday club to ensure that the childrens’ activities are safe, fun and diverse.

	9
	To work with external coaches to support them in delivering their organised sessions.

	10
	To ensure childrens’ behaviour meets our behaviour standard and where this doesn’t liaise with management to go through the Child’s Behavioural Conduct procedure with parents, carers.

	11
	To undertake cleaning duties, as directed, to ensure the venue is clean and tidy at all times.

	Additional information:

	General requirements for all Tees Active Limited employees:

	1
	To deal with customer/service enquiries in a professional and positive way. Ensuring that the service maintains a strong customer focus and remains committed to the principles of Customer Service Excellence.

	2
	To undertake such personal training as may be deemed necessary to meet the duties and responsibilities of the post.

	3
	To maintain any professional registration, licences or qualifications, which are essential to the post held.

	4
	To take reasonable care of any items of equipment and uniform issued by the Company and report any faults or maintenance issues to the relevant manager.

	5
	To be aware of and adhere to all Tees Active Ltd financial, legal, HR and administrative policies and procedures including all NOPs/EAPs and the HR Handbook.

	6
	To take reasonable care of your own health and safety and co-operate with management so far as necessary to enable compliance with the Company’s health and safety rules and legislative requirements.

	7
	To adhere to any professional and Company Codes of Conduct, as appropriate.

	8
	To comply with the Company’s Appearance Code ensuring that uniforms and name badges are worn, as required.

	9
	To comply with the Company’s Employee Guide to Information Security including relevant legislation, ensuring that confidentiality is maintained for all staffing, management, customer and supplier information.

	10
	To carry out the duties of the post with full regard to the Company’s Equal Opportunities and Racial Equality Policies in the terms of employment and service delivery. Ensuring that colleagues are treated in a fair and consistent manner and that the service maintains a strong commitment to the principles of the Equality Standard.

	11
	To be peripatetic between work areas and venues, as and when required.

	12
	The above tasks and responsibilities cannot fully encompass all that is required of the post-holder. It is expected that the post-holder will undertake such other duties and responsibilities commensurate with the salary band and nature of the post.

	I accept this job description as an accurate record of the duties and responsibilities of this post.

	Signed: …………………………………….
	Date: ………………………………………..


PERSON SPECIFICATION

 
Casual Holiday Club Leader 







  

Note to applicant: when completing your application form, you should demonstrate the extent to which you meet the essential and desirable 

criteria below.

In addition to the requirements outlined below, as ambassadors of Tees Active, you should also be able to demonstrate the following qualities: 

	· Enthusiasm
	· Commitment to service excellence

	· Excellent communication skills
	· A genuine desire to work closely with our customers

	· Professionalism
	· Flexibility

	· High personal standards
	


	Requirements
	Essential
	Desirable

	EDUCATION & TRAINING
	
	

	1. Ability to attain First Aid at Work qualification in line with the Operational Procedures.
	· 
	

	2. NGB Level 1 or 2 Coaching Qualification.
	
	· 

	EXPERIENCE, KNOWLEDGE & UNDERSTANDING
	
	

	3. Demonstrate an interest in sport and physical activity (for example in participation, organisation, or administration).
	
	· 

	4. Awareness of Health and Safety at Work requirements.
	· 
	

	5. Experience of working with the public.
	· 
	

	6. Experience of the leisure field.      
	
	· 

	7. Experience of leading on organised activities for children
	
	· 

	SKILLS & ABILITIES
	
	

	8. Good Customer Service skills.
	· 
	

	9. Ability to work on own initiative.
	· 
	

	10. Ability to work as part of a team.
	· 
	

	11. Ability to clean and set up / dismantle areas before and after events.
	· 
	

	12. Ability to relate well to children and adults.
	· 
	

	13. Ability to fill out forms/check sheets accurately.
	
	· 

	14. Ability to give clear instructions in a confident and friendly manner.
	
	· 

	15. Ability to organise activities and deliver them effectively
	· 
	

	PERSONAL QUALITIES & ATTRIBUTES
	
	

	16. Positive working attitude.
	· 
	

	17. Smart appearance.
	· 
	

	18. Good attention to detail.
	· 
	

	19. Willingness to self-develop and attend any course(s) deemed necessary for the post.
	
	· 

	MISCELLANEOUS
	
	

	20. Ability to work in the outdoors.
	· 
	

	21. Able to carry out duties in accordance with the job description.
	· 
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