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                   Job Description
Assistant Sports Coach 
Job Details
	Department:
	Operations

	Reports to:
	Sports Development Manager 

	Contacts:
	Internal: Area Managers, Duty Managers, LTS Tutor, Coaches, Coaching admin team
External: West Lothian Council, Scottish Swimming, Swim West Lothian, Local swimming clubs, Sports Clubs, other local authorities, and leisure trusts

	Based at:
	Various Sites 



Background
	West Lothian Leisure is a registered Scottish charity. We are at the heart of the community and want everyone in West Lothian to live a healthier, happier, and longer life. We are the delivery partner of choice for national agencies and local organisations responsible for improving lives through sport, health, physical activity, outdoor education, and culture.
We care passionately about the services we provide to communities in West Lothian and want to do more. Under the leadership of our CEO, we have our vision and ambition for the future. The sky is the limit both in terms of expanding the offer to people who need our support and raising the profile of the ‘social good’ we deliver.



Job Purpose – overview
	 Your role as an Assistant Sports Coach (Level 1) is to assist in the delivery of Xcite coaching programme to our customers. Assistant Sports Coach will need to plan and deliver a comprehensive programme of sports instruction to nationally recognised standards whilst working as part of a wider team to deliver excellent customer service. 
To assist the Lead Coach in the delivery of the programme
To assist under supervision and demonstrate a range of basics skills and knowledge in the delivery of programme
Ensure the coaching programme is delivered in a safe and appropriate manner




Our Core Values
	Service 
Service delivery is about listening and putting people at the heart of our decisions.

	Integrity 
Integrity is about being honest, open, and transparent in our dealings with our customers, colleagues, and partners.

	Respect 
Respect for equality and diversity is about treating people fairly and embracing equality and diversity.

	Accountability
Accountability is standing up and taking responsibility for our actions.




Core Accountabilities & Responsibilities
	Service 
· To assist the Lead Coach in the delivery of the session and execute a fun, safe and engaging coaching programme
· Take responsibility for the delivery of coaching sessions under the guidance and instruction of a Lead Coach
· Evaluate performance of participants and provide suitable feedback to Lead Coach
· Assess strengths and weaknesses in a participant’s performance and identify areas for further development
· Coach within limitations as defined by your level of qualification
· Plan and prepare lesson plans in advance of each session
· Be punctual and organised to ensure the delivery of the programme
· Take care of equipment and report any breakages, issues as they arise

Integrity 
· To respond to verbal feedback from customers in a positive way
· Communicate openly with Lead Coach to ensure information is shared in a timely manner 
· Communicate enthusiastically and effectively with participants, customers, and other coaches
· Ensure records are maintained, i.e. registers are taken and assessments updated weekly 
· Encourage participants to gain and develop skills, knowledge, and techniques
· Correct faults in techniques and identify ways to ensure progression
· The ability to give clear instructions, demonstration, and feedback on performance
· [bookmark: _Int_61disffB]Apply different coaching techniques and skills to hep participants learn new skills, tailor and approach that suits each individual
Respect
· Respect the individual needs and diversity of each participant by creating a safe, fun, environment that encourages and nurtures participants to learn and develop
· Ensure equipment is inspected before using and fit-for purpose, and always storied tidily
· Work in a professional manner maintain West Lothian Leisure standards for coaches 
· Deliver excellent customer service, as per Xcite’s Living Values
· Always working to a high standard, particularly in relation to issues such as child safeguarding and health and safety requirements
Accountability 
· Maintain records of customer progress through continual assessment and communicate any changes to Lead Coach
· Respond quickly in emergency situations
· Promote products and services to customers and visitors
· Undertake general administrative tasks to support the delivery of programmes and service
· Maintain your knowledge and skills, with ability to change with business processes/best practice in your discipline (sport) to enable you to prepare for sessions and customers under your supervision
· Assess the skills and abilities of participants to ensure they are assessed correctly and progressed through the framework
· Attend training and development sessions, occasionally outwith our normal working hours to ensure your Health & Safety competence and your continuous professional development
· Attend regular training sessions and continuous professional development to maintain your qualification
· Undertake all necessary training required to fulfil your role as agreed with your line manager


	The above list is illustrative, not exhaustive. Accordingly, there may be a requirement to undertake additional duties, consistent with the level of the post, as directed by management. 



Job Dimensions 
	· Requirement to work across all WLL venues
· Attendance at evening and weekend events may be required on occasions
· Work unsocial hours and weekends 
· Requirement to be aware of current Health and Safety Policy and to take responsibility for your own safety and the safety of others who may be affected by your acts or omissions at work 
· WLL expects you to always act in a professional manner; on occasions you will be faced with challenging situations and will need to be able to deal with these appropriately
· Work to a high standard, particularly in relation to issues such as child safeguarding 



Essential Qualifications, Experience and Skills
	Factor 
	Essential
· A good ability to demonstrate the core competencies.
· UKCC Level 1 in Sports Coaching or UKCC Level 1 in Sports Coaching and a willingness to obtain and apply knowledge/skills from the Level 2 qualification.
· Competent level of skill with excel, word.
· Suitable and sufficient experience of coaching of children and adults
· Working knowledge of coach’s Health and Safety 
· Willingness to continuously develop and attend training and development sessions in line with your personal training plan, on occasion out-with your normal hours of work, to ensure the required level of competence.
	Desirable
· Emergency First Aid 
· Safeguard children Child wellbeing 

	[bookmark: _Hlk170376739]Qualifications 
	Please see the appendix for the essential qualifications for your area of sport
	

	 Skills
	· Ability to demonstrate people skills with the passion to foster a positive work environment through empowering, enabling, motivating, and developing self and others
· Good report writing skills
· Good planning skills
· Have excellent time management skills
· Ability to prioritise and work to deadlines
· Excellent Customer Service skills
· Innovative and forward thinking
· Excellent communicator, including written, verbal, and non-verbal communication skills
· Experience in using excel, word, powerpoint, and MRM
· Ability to speak confidently and fluently, and hold the attention of others

	






[bookmark: _Int_DTGooklE]As an equal opportunities' employer, West Lothian Leisure is committed to the equal treatment of all current and prospective employees and does not condone discrimination on the basis of age, disability, sex, sexual orientation, pregnancy and maternity, race or ethnicity, religion or belief, gender identity, or marriage and civil partnership.
We aspire to have a diverse and inclusive workplace and strongly encourage suitably qualified applicants from a 
wide range of backgrounds to apply and join our company.
Additional information
	· This post is subject to an enhanced check from Disclosure Scotland.
· You will be required not to have claimed bankruptcy, be bankrupt, be subject to personal insolvency or convicted of a relevant offence such as fraud in the previous five years after release from prison.
· You will be required to be aware of current Health and Safety Policy and to take responsibility for your own safety and the safety of others who may be affected by your acts or omissions at work. 



Signature
	
I have read and accept the above job description. I understand that this record will fall under the Data Protection Act.


Signed: …………………………………………………….

Print:……………………………………………….

Date:…………………………………………………















Essential Qualifications for your dedicated sport


	Qualifications 
	Football
· Scottish FA 1.1 Induction to Coaching 
	Football
· Scottish FA 1.2 &1.3

	
	Badminton 
· Badminton Scotland – Basic Coaching
· Badminton Scotland – Level 1 
	Badminton
· Badminton Scotland Level 2
· Badminton Scotland Level 3

	
	Gymnastics 
· British gymnastics – Gymnastics Activity instructor
· British Gymnastics General Level 1
· British Gymnastics Artistic level 1
	Gymnastics
· British Gymnastics General Level 2
· British Gymnastics Artistic Level 2

	
	Hockey
· Hockey Scotland – Introduction to Hockey coaching
	Hockey 
· Hockey Scotland Coaching Qualification (4-day course)


	
	Golf

	

	
	Swimming Teacher 
· Scottish Swimming – Scottish Swimming Teachers Qualification (SSTQ)
	Swimming Teachers 
· RLSS (Royal Lifesaving Society) NPLQ Lifeguard Qualification
· Scottish swimming Early Years course.

	
	Athletics
· Athletics Leaders
· UKA coaching assistant
	Athletics
· UKCC Athletics Level 1
 

	
	Basketball
· Basketball Skills coach Course
	Basketball 
· Basketball Level 1

	
	Paddle Tennis
	Paddle Tennis

	
	Handball
	Handball

	
	Roller skating
	Roller skating

	
	Volleyball
	Volleyball
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