
	LEISURE IN HYNDBURN 

Job Description

	Job Title:
	Active Women Officer 

	Post No.:
	LIH 154

	Job Status & Hrs:
	Fixed Term until 24th December 2013 – 37 hours per week, to include evenings and weekends as required

	Site:
	The post will be based at Accrington Town Hall

	Agreement:
	NJC FOR LOCAL GOVERNMENT SERVICES

	Grade:
	Grade 4 (SCP 18 – 21)   £17, 161 - £19,126 

	Date:
	6th January 2011, closing date 26th January 2011


Organisational Relationships:
	a)
	Reports to:
	Sports Development Officer

	b)
	Supervises:
	Volunteers, work experience students and coaching staff

	c)
	Co-ordinates with:
	Hyndburn Sport and Physical Activity Alliance (SPAA), Leisure in Hyndburn Trust, NHS East Lancashire, Hyndburn Borough Council, clubs, community groups and other partners.

	d)
	As a public servant any duties of the post, which require contact with, or provision of service to the Trust's customers shall be carried out in a courteous, helpful and professional manner in line with the Customer Care Policy and the Employees code of conduct, adopted by the Trust.


Primary Objective(s):

· To raise the level of participation amongst women in sport and physical activity in Hyndburn to help achieve a 1% increase year on year, specifically targeting women in deprived areas and those with young children under 16.
· To improve understanding of the benefits of taking part in sport and physical activity, and what opportunities are available in the local area and to increase the awareness of the current recommended level of regular participation in sport and physical activity, as a means of encouraging women to become more active.

· To increase the number of female volunteers in Hyndburn engaged in sport and physical activity opportunities and events. To empower and train up these volunteers to be able to deliver and/or organise regular activity sessions, and motivate others to take part. 

Main Duties and Responsibilities:

1) To organise and publicise a series of sport and physical activity events, open days and taster sessions aimed at women.
2) To raise the awareness of the benefits of taking part in sport and physical activity through appropriate publicity and marketing initiatives and targeting priority groups.

3) To establish links and liaise with appropriate partners, clubs, community groups etc.

4) To oversee effective budgetary management and control.

5) To establish a pool of volunteers and a bank of coaching staff to support the delivery of sport and physical activity.

6) To organise a range of physical activity sessions in community settings for women and deliver sessions when appropriate.

7) To be responsible for Health and Safety, including Risk Assessments, at events and sessions.

8) To set up and modify systems for data collection and recording.

9) To prepare reports.

10) To produce information for website and newsletters.
11) To submit periodical returns to Sport England.

12) To carry out any additional appropriate duties commensurate with the grade of the post.

NB  In order to ensure that job descriptions are kept up to date, all employees are given the opportunity to regularly review their roles through the Trust’s staff appraisal scheme.  Staff are therefore required to take a reasonable and flexible approach to changes arising from working practices or changing workloads.

Disability Discrimination Act 1995 – Where appropriate, the duties may be reviewed where an applicant is a disabled person, or an existing employee becomes unable to carry out the full range of duties due to a disability.
PERSON SPECIFICATION

	JOB TITLE
	Active Women Officer
	POST NO.
	LTP


	Personal Attributes
	Essential/

desirable
	How to be  

measured

	
	Based on Job Description
	E
	D
	Application Form (A)

Interview (I)

Test (T)

	
	QUALIFICATIONS
	
	
	

	1.

2.
3.

4.
5.
6. 
	Educated to GCSE standard.

Educated to ‘A’ level standard.
Level 2 Qualification in a Sport/ Fitness related

activity.

Degree in subject relevant to the requirements of

the post.
Basic First Aid.
Safeguarding and Child Protection.

	X
X
	X
X
X
X
	A

           A
          A

          A          
          A
          A

	
	EXPERIENCE
	
	
	

	1.
	18 months project delivery.
	X
	
	           A / I

	2.
	12 months experience in the delivery of sport and physical activity.
	X
	
	           A / I

	3.
	Experience of being a volunteer or/ and supporting volunteers.
	X
	
	A / I

	4.
	Co-ordination and delivery of sport and physical activity initiatives in a community setting.
	
	X
	           A / I

	5.
	Budgetary control.
	
	X
	A / I

	6.
	Marketing / publicity of initiatives.
	
	X
	A / I / T

	7.
	Report Writing.
	
	X
	A / I

	8.
	Health & Safety / Risk Assessment.
	
	X
	A / I

	
	KNOWLEDGE/SKILLS/ABILITIES
	
	
	

	1.
	Excellent interpersonal skills.
	X
	
	A / I

	2.
	Ability to work alone and as part of a team.
	X
	
	A / I

	3.
	IT skills (Microsoft Office Applications).
	X
	
	A / I / T

	4.
	Able to set up data collection systems / procedures
	X
	
	A / I

	5.
	Good organisational and time management skills.
	X
	
	A / I

	6.
	Able to prioritise workload and meet deadlines.
	X
	
	A / I

	7.
	Produce quality publicity.
	X
	
	A / I 

	
	ADDITIONAL REQUIREMENTS
	
	
	

	1.
	Regular and reliable service (LIH does not wish to employ individuals who have a poor history of attendance at work where there is no underlying medical reason for the absence).
	X
	
	References

	2.
	Flexible attitude towards work and ability to work unsociable hours.
	X
	
	A / I

	2.
	Commitment to providing an excellent standard of customer service.
	X
	
	A / I

	
	OTHER
	
	
	

	1.
	Commitment to the principles of public services and local democracy.
	X
	
	A / I

	2.
	The post involves flexible working outside of normal hours.  This could include working evenings, weekends and Bank Holidays, and for which no additional payment is made.
	X
	
	A / I

	3. 
	Willingness to take part in personal and professional development.
	X
	
	A / I

	4.
	Drivers licence required and access to own car.
	
	X
	A


Disability Discrimination Act 1995 - Where appropriate the duties may be reviewed where an applicant is a disabled person, or an existing employee becomes unable to carry out the full range of duties due to a disability
You will be required to undertake a CRB check for this post.
