




Duty Manager

Reports to:

Division/department: 

Our Vision 
	
Our Vision is a West Lothian where everyone can live a healthier, happier, longer life. 
We exist to improve people’s lives through culture, education, sport and physical activity. 
Our service and facilities are best in class and our sustainable business practices enable us to re-invest for the benefit of future generations of West Lothian people.
As a valued organisation that understands, cares about and engages with its community, we are the delivery partner of choice for West Lothian organisations responsible for helping residents to improve their well-being, and offering opportunities for all to make healthy lifestyle choices and enjoy cultural activities.



Our Values
	Integrity
	Respect
	Accountability
	Service



The Team	Comment by Pauline McGowan: Change the reporting line

The purpose of the role
As Duty Manager, you are accountable for the overall operation of the venue, ensuring health and safety compliance, supervising staff, and maintaining a safe, efficient, and customer-focused environment. Working as part of the wider management team, you will oversee daily operations, support your teams, and deliver an excellent customer experience.






Specific role responsibilities
· Accountable for the day to day operation of your venue, opening and closing your venue on a regular basis
· Accountable for Health & Safety compliance in your venue
· Ensure compliance with our organisational policies and operating procedures 
· Lead, manage and develop your team to deliver the facility service in accordance with our Service Standards
· Ensure that all that all staff and service providers are working to the highest standards to ensure a safe, clean and secure environment
· Ensure sufficient numbers of appropriately trained staff are available to safely deliver our services
· Ensure the venue programme is delivered successfully in accordance with the service standards
· Reporting required repairs to Property Maintenance, ensuring actioned and followed through as appropriate
· Manage specific areas of operation as agreed with the Venue Manager
· Work closely with the Venue Manager on budget monitoring
· Familiarise yourself with our memberships and products including new campaigns, initiatives and have the ability to promote and explain information to customers and staff
· Ability to advise on customer needs and resolve any customer complaints
· Undertake administrative tasks and functions, eg submitting sickness absence, overtime exceptions, safety checks
· Accountable for the adherence to our financial procedures, eg opening/closing procedures  
· Demonstrate an understanding of GDPR requirements and ensure compliance 
· Undertake general administrative tasks including use of databases and Microsoft packages, ensuring relevant databases are updated in line with our operating procedures
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
Communications and working relationships
Stakeholders:
Internal: 	Employees and workers
External:	Customers, Visitors, Service providers and contractors








What you will bring - Knowledge, skills and experience
Essential
· Hold or obtain the following the first year of employment (or sooner where/if appropriate) – training will be provided:
· IOSH or CIMSPA Managing Safely
· Pool Plant Certificate
· National Pool Lifeguard qualification
· Automated External Defibrillator (AED)
· First Aid at Work qualification
· Fire Warden Certification
· Experience of working in a supervisory role
· Ability to work effectively with others and build positive working relationships 
· Health & Safety knowledge within a working environment
· Excellent communication skills
· Computer literate with working knowledge of databases, and Microsoft packages
· Ability to review data and make recommendations
· Ability to prioritise workload
· Ability to demonstrate an understanding of our services and what we do

Desirable
· Supervisory experience, preferably in a similar leisure centre environment
· Gym Instructor Level 2 or equivalent
· Experience in maintenance of swimming pool plant and water treatment equipment (venue specific)
· Coaching and/or sports coaching qualifications
· Experience of handling customer complaints and seeking resolution

Job Dimensions
· Mandatory attendance at CPD and training applicable to your qualification and role
· 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 
· Learn in detail the company’s range of products and services with a view to promoting to our internal and external customers
· Availability for emergency call outs
· Our venues are open 7 days a week and flexibility is required





Additional Information
· This post is subject to a Disclosure Scotland PVG check
· 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.
· The responsibilities of a Duty Supervisor may vary between venues to reflect the size, complexity and operational needs of each location.
[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. 
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