 
			




Gymnastics Development Officer 
Job Description

Reports to: Sports Development Manager  

Division/department: Coaching 

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



The purpose of the role

As the Gymnastics Development Officer you will lead, coordinate and quality-assure the Gymnastics programme, ensuring high standards, consistency, progression, retention and financial sustainability. You will provide technical expertise, workforce development and tutor delivery working 








collaboratively with the Sports Development Officer (SDO) and Sports Development Manager (SDM) to support programme growth and continuous improvement. 

Specific role responsibilities

1. Programme Leadership & Performance 
· Manage, develop and drive the performance of Xcite Gymnastics Programme memberships, including participation, progression and retention	
· Identify opportunities for income growth, innovation and improved programme efficiency
· Use research, customer insight and performance analysis to inform gymnastics programming decisions
· Work collaboratively with the SDO to support programme growth, retention and performance outcomes. 
· Produce regular performance reports identifying trends, risks and development opportunities and meet with managers to discuss any programme changes
· Create and maintain an annual calendar of gymnastics programmes, events and education activity
· Influence and support marketing activity to maximise awareness and uptake of the gymnastics programme
· Coordinate and manage gymnastics events, festivals and holiday programmes, working collaboratively with the SDO who will provide operational and logistical support 
· Deliver gymnastics coaching sessions where required, modelling best practice and customer-focused delivery

2. Workforce Development, Induction & Quality Assurance 
· Support the SDO with induction and mentoring of new gymnastics coaches during the first 3 months of employment, embedding safe practice, coaching standards and values 
· Support the SDO in the ongoing development of the Gymnastics Coaching Team to ensure a high-quality, professional and customer-focused experience
· Support the SDO to ensure qualifications, safeguarding, CPD and expiry dates are monitored, planned, completed and accurately recorded 
· Monitor and report monthly on staff training attendance; highlight development needs or performance concerns to the SDO and SDM
· Support the SDO in carrying out technical Training Needs Analysis to inform Personal Development Plans and structured 1:1 discussions 
· Support attendance management processes up to and including Return-to-Work (RTW) meetings, in line with organisational procedures
· Support the SDO in delivering regular monthly 1:1 meetings with coaches (performance, wellbeing, development progress, standards) 









· Deliver Gymnastics Programme Quality Assurance Reviews (minimum 4 per year) including observation, feedback and action planning to ensure safe, consistent, high-quality delivery
· Attend training and development sessions (including out-with normal hours where required) to maintain Health & Safety competence and continuous professional development

3. Tutor Delivery & Education 
· Lead the development and programming of Scottish Gymnastics and IGA coaching qualifications, CPD and education services
· Achieve agreed financial targets for all gymnastics education courses delivered 
· Plan and manage an annual calendar of internal and external education courses, balancing workforce development needs and income generation
· Deliver gymnastics qualifications, CPD workshops and internal training; adapt delivery style to suit a range of learners
· Organise and oversee course administration, bookings and certification processes using approved systems

4. Partnerships & Pathway Development
· Build and maintain relationships with Scottish Gymnastics, IGA, clubs, schools and partner organisations
· Contribute to gymnastics product, workforce and education development, aligned to sector best practice and organisational priorities
· Support implementation of legislative, safeguarding and governance changes affecting gymnastics coaching and tutoring
· Represent WLL positively at meetings, forums and events to share best practice and support programme development

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, Scottish Gymnastics, International Gymnastics Association (IGA), West Lothian Council (WLC), Sportscotland, Local Gymnastics Clubs and Schools











What you will bring - Knowledge, skills and experience

Essential

· UKCC Level 2 Gymnastics (Women’s Artistic or General) or equivalent 
· Safeguarding 
· Frist Aid Qualification 
· Minimum 3 years’ experience in gymnastics coaching, education or programme delivery 
· Experience improving service quality and coaching standards 
· Strong leadership and people-development skills 
· Excellent planning, organisation and time management
· Strong written and verbal communication skills 
· Excellent customer service focus 
· Ability to innovate and think strategically 
· Commitment to continuous professional development 

Desirable
· UKCC Level 3 Gymnastics (Women’s Artistic or General) or equivalent 
· Tutor and/or Assessor Qualification (or willingness to work towards) 
· Professional Development Award (PDA) in Sports Coaching and Physical Activity
· ILM Level 3 Coaching or Leadership Qualification
· Experience working to KPIs, financial targets and deadlines 
· Experience delivering training, CPD or education programmes 
· Strong partnership-working and commercial awareness 
· Confident presenter and facilitator 

Job Dimensions

· 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.
· Demonstrate willingness to learn about the company’s range of products and services with a view to promoting to our internal and external customers
· Ability to work across all WLL facilities as required
· The working pattern will vary and will include evenings/weekend/unsocial hours 
· Willingness to travel externally to benchmark and deliver courses (if required) 
· Physical demands of role include regular coaching, observation and assessment activity requiring standing and physical exertion; movement of equipment and materials.









Additional Information

· This post is subject to a PVG from Disclosure Scotland
· 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

[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. 








Sports & Services Manager


Sports Development Manager


Sports Development Officer 


Gymnastics Development Officer 


Aquatics Tutor 


Gymnastics Coaches 


Dry/Wet Coaches/Teachers 
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