
 
JOB DESCRIPTION 

ROLE TITLE Leisure Centre Assistant 
GRADE / SCALE POINT – 
SALARY  Grade three – salary points four to six 

REPORTING TO Leisure Centre Manager  

 

 
JOB PURPOSE 
 
As a Leisure Assistant, the postholder will cover the Leisure Centre’s Main Reception, including the 
Café, alongside Lifeguarding duties when required. The post holder will undertake a range of  
general duties under the direction of  the Leisure Centre Manager to ensure the safe and timely day 
to day provision of  Leisure Centre bookings and activities  including swimming.  
  

KEY TASKS & RESPONSIBILITIES 
 

• As one of  the two members of  staf f  on shif t, you are responsible for the smooth and safe 
management of  the shif t and Centre and responding to any issues or situations using 
analytical, judgemental, creative and developmental skills.  

• Undertake all duties within recognised Leisure Centre policies, procedures and guidelines.  

• Carry out Lifeguarding duties in line with recognised Leisure Centre policies, procedures and 
guidelines and partake in monthly NPLQ training. 

• Undertake an NPLQ qualif ication within 2 months of  starting  

• Undertake all relevant training required by the Centre and school. Including but not exclusive 
to; Safeguarding, Level 2 Food Safety, Allergen Training, First Aid at Work, Cyber Security  

• Support the delivery of  a service that is easy to access for all members and customers , of fering 
and providing information and support as required.  

• Deliver exceptional Customer service in all areas. Have a through understanding of  customer 
facing programs and Centre Operational standards. 

 
Specific Responsibilities     
The post holder will undertake a range of  activities to ensure the safe and smooth running of  the 
Leisure Centre. This may include, but is not limited to the following:  
 

• Open and close the Leisure Centre as required, ensuring the safety and security of  the 
premises, ensuring that no unauthorised persons enter restricted areas.  

• Prepare areas or equipment to be used, ensuring return and storage in line with Leisure Centre 
guidelines. 

• Ensure start and f inish times of  bookings are upheld and activity change overs happen as 
scheduled. 

• Ensure that Customers/bookings are checked in at Reception and that Customers/Members 
information is accurate and up to date. 

• Deal with any incident whatever its size, co-ordinating emergency services or of fering First Aid 

as appropriate. 

• Ensure all incidents or concerns are recorded at the end of  each shif t.  

• Ensure all keys are secured and accounted for. 

• Ensure all items lost or found are correctly recorded and all items of  value are reported to the 
Manager. 

• Work ef fectively with people, developing productive relationships with colleagues  and standing 
in for colleagues as required.  

• Assist with the administration of  the centre. 

• Supervise swimming sessions and pool use. 

• Attend and maintain Lifeguard training and skills to stay current and build required CPD. 

• Assist the Leisure Centre Manager with the running of  the Swimming pool. 



 
• Be responsible for cash reconciliation at the end of  each shif t and be accountable for all monies 

received and be responsible for the safety and security of  money in the building.  

• Ensure all areas of  the Leisure Centre are clean and tidy, including making sure all playing 
areas are f ree f rom litter, all f itness equipment is clean, ensuring all equipment is stored 
correctly in good order and the toilets are clean and tidy and the paper and soap dispensers 
are stocked. 

• Undertake cleaning of  all public areas within the Leisure Centre including the cof fee shop 

• Ensuring all playing surfaces are f it for purpose by removing leaves or debris if  present  

• Undertake routine maintenance checks of  equipment within the Leisure Centre making sure 
everything is kept in good order, report any issues to the site helpdesk. 

• Be able to set up and dismantle sports equipment following training as and when required.  

• Ensure energy conservation procedures are attended to (heating/Lights).    

• Act as f irst point of  contact for visitors and customers dealing with their enquiries as 
appropriate, whether in person or over the telephone.  

• Administer all aspects of  the centre’s bookings and courses, in person and via the telephone  

• Issue sports equipment as required 

• Sell sports consumables and maintain records in accordance with procedures  

• Provide customers and members with a high standard of  cof fee shop provision and service 

• Undertake cleaning duties as necessary to maintain required standards of  hygiene in the cof fee 

shop area, including leaving the cof fee shop in a clean and tidy state at the end of  each shif t.  

• Undertake routine health and safety checks throughout the Leisure Centre, including checking 
and replenishing f irst aid boxes on a monthly basis. 

• Record and monitor daily safety checks on all equipment, reporting any potential hazards to the 
Leisure Centre Manager. 

 
Additional Responsibilities 

 

• Undertake any duties reasonably requested by the Leisure Centre Manager, Operations 

Manager or Headteacher. 
 
This outline job description sets out the main duties associated with the purpose of  the post. It is 
assumed that other duties of  a similar level/nature are not excluded because they are not itemised.  
 
The duties of  this post could vary f rom time to time as a result of  new legislation, changes in 
technology or policy and routines. Appropriate training may be given to enable the post holder to 
undertake this new/varied work. 

 
 
SAFEGUARDING 
 
Thomas Gainsborough School and Great Cornard Leisure Centre is committed to safeguarding and 
promoting the welfare of  children and young persons at all times. The post holder, under the 
guidance of  the Headteacher, will be responsible for promoting and safeguarding the welfare of  all 
children with whom they come into contact, in accordance with the Trust’s and the school’s 
safeguarding policies. The post holder is required to obtain a satisfactory Enhanced Disclosure 
f rom the Disclosure and Barring Service (DBS).  

 

 


