

SEFTON METROPOLITAN BOROUGH COUNCIL
JOB DESCRIPTION


Department: People	Location: Merton House

Division: Health & Well Being	Post No: 17721

Job Evaluation Number: 3483

Section: Sport and Recreation

Post: Assistant Development Officer (Active Aquatics)

Grade: Grade D 


Responsible To: Aquatics Service Manager

Responsible For: Contracted and casual instructors, students on placements and volunteers.


JOB PURPOSE

To assist with the development, coordination, implementation and marketing of the Active Aquatics Service. 

MAIN DUTIES

	1.
	Assist with the development, coordination and implementation of the project, including the programming of its activities across the Active Aquatics Service.

	22.
2.
	
Assist with the marketing of the Active Aquatics Programme, in partnership with the corporate communications team, including campaign work, information updates, press releases, website updates and the use of social media. 


	3.
	Complete the general administration of the Active Aquatics Programme and support with its monitoring and evaluation functions, including assisting with the production of evaluation reports.


	4.
	Process enquiries regarding the programme from customers, clients, participating facilities and partner organisations.


	5.
	Assist with the coordination of Active Aquatics events and activities including attendance at / delivery of where necessary.  Raise awareness of the Active Aquatics Programme at every opportunity and offer a presence in order to encourage maximum uptake and adherence to the programme.


	6.
	Establish and maintain an effective network of key partners and agencies to assist with the on-going development of the Active Aquatics Programme. 


	7.
	As necessary, arrange meetings and disseminate information to the relevant personnel, acting as a representative of the team.


	8.
	Support other members of the section with projects and initiatives that relate to the Active Sefton Programmes.


	9.
	Be aware of the principles of equal opportunity and comply with the Council's Equal Opportunity Policy.


	10.
	Be aware of Health & Safety principles and comply with the Council's Health & Safety Policies. 




MAIN DUTIES (continued)
The post holder will be expected to:

	1.
	Adopt a participative and collaborative style of working, underpinned by strong interpersonal skills that enable team players to play their part within agreed timetables.


	2.
	Take an active part in appraising their own work against agreed priorities and targets, in accordance with the department’s management supervision guidelines and service review process. 


	3.
	Undertake appropriate training associated with the duties of the post.




ORGANISATION CHART
















SPECIAL CONDITIONS 

i) The 36 hour per week post will involve working unsocial hours including irregular evening and weekends, which is reflected in the salary. A flexible working arrangement is in place and a time off in lieu (T.O.I.L.) system is in operation.
ii) A casual car user allowance is payable.
iii) The Council operates a no-smoking policy.
iv) This job description is a representative document.  Other reasonably similar duties may be allocated from time to time, commensurate with the general character and grading of the post.
v) All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.
vi) The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.

The post you are applying for is exempt from the Rehabilitation of Offenders Act 1974 and therefore you are required to declare any convictions, cautions, reprimands and final warnings that are not ‘protected’ (i.e. filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England and Wales) Order 2013.

For further information, please refer to DBS filtering guidance at www.gov.uk/dbs.

The post you are applying for requires access to the Public Service Network (PSN) and requires compliance with the HMG Baseline Personnel Security Standard.


GENERAL:
	
This job description is a representative document.  Other reasonably similar duties
may be allocated from time to time commensurate with the general character of the post and its grading.

All staff have a duty to take care of their own health and safety and that of others who may be affected by your actions at work. Staff must co-operate with employers and co-workers to help everyone meet their legal requirements.

The Authority has an approved equality policy in employment and copies are available to all employees.  The post holder will be expected to comply with, observe and promote the equality policies of the Council.


	Note: 	Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  



Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Undertake, and participate in training, coaching and development activities, as appropriate.

The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.



Prepared by:	

Name CHARLOTTE HENNERS		


Designation Aquatics Service Manager

Date March 2023


PERSON SPECIFICATION 

Post:	Assistant Development Officer	Post No.	19870
Department: People	Division:  Health & Wellbeing

	Personal Attributes Required
(considerations)
	Essential (E)
Or
Desirable (D)
	Method of Assessment
(suggested)

	QUALIFICATIONS/TRAINING

Degree / HND in a Sports Development/ Physical Activity/ Health/ Leisure Management field.. 

ITC related qualification.

Evidence of continued professional development.
	

D



D


E

	

AF



AF


AF/I



	EXPERIENCE

Experience in a Sports Development / Physical Activity / Health / Leisure area within the public, voluntary or private sector.

Data inputting and keeping confidential records.

Producing evaluation reports.

Partnership working.

Working with voluntary and or private sector.
	


D




E


D

D

D
	


AF/I




AF/I


AF/I

AF/I

AF/I

	SKILLS/KNOWLEDGE/APTITUDES

Computer based tracking programmes and databases.

Strategic Framework of Sport and 
Physical Activity and Active Travel.

Knowledge of marketing techniques and social media platforms

Best Value Legislation and local government modernisation agenda.

Excellent communication, both written and verbal.

ICT skills, including Microsoft Office and its associated applications

Self-motivated and an ability to work unsupervised.

Organisation and planning, including ability to meet tight deadlines under pressure.

Present ideas clearly in written, verbal or graphic form

Create a sense of enthusiasm and confidence amongst partners and clients.

Adapt to change.
	

D


D



D


D


E



E


E


E




E



E


E
	

AF/I


AF/I



AF/I


AF/I


AF/I



AF/I


AF/I


AF/I




AF/I



AF


AF/I


	SPECIAL REQUIREMENTS

An understanding and commitment to equal opportunities in employment and equity issues.

Well-developed computer literacy

Enhanced DBS clearance and comply with HMG BPSS requirements

Comply with the Rehabilitation of Offenders Act 1974
	

E



D


E


E
	

AF



AF




	Prepared by:  June Bradshaw
	AF
	= Application Form

	
	I
	= Interview

	Date: MARCH 2015
	T
	= Test

	
	P
	= Presentation



FORM JA1 - JOB ANALYSIS : ASSESSMENT OF DEMANDS ON INDIVIDUALS

Job: Assistant Development Officer Aquatics       Dept. :People Services  Location : Merton House 
Name of post holder  : TBC

Form completed by: June Bradshaw
Date:  03/11/14

	Significant Features Associated with the Job
	Insignificant/    Not applicable
	Indicative Level of Significance
(For completion by
Sefton M.B.C.)


Low                              High
	Personal Assessment (For completion, where appropriate, by Occupational Health personnel)

	
	
	1
	2
	3
	4
	5
	A
	B
	C
	D

	PHYSICAL REQUIREMENTS:
	
	
	
	
	
	
	
	
	
	

	Exertion (other than lifting)
	
	
	X
	
	
	
	
	
	
	

	Lifting - *HSE guideline maximums
	
	
	X
	
	
	
	
	
	
	

	Repetitive movements:
- state upper limb, lower limb, etc
	
	

	
X
	
	
	
	
	
	
	

	Prolonged sitting, standing or static posture
	
	
	X
	
	
	
	
	
	
	

	Bending, stooping, twisting or stretching
	
	
	X
	
	
	
	
	
	
	

	Climbing stairs
	
	X
	
	
	
	
	
	
	
	

	Use of ladders, scaffolding, other equipment or
tasks requiring good balance
	
	X
	
	
	
	
	
	
	
	

	Use of respiratory protective equipment
	
	X
	
	
	
	
	
	
	
	

	Precise hand co-ordination/dexterity
	
	X
	
	
	
	
	
	
	
	

	SENSORY REQUIREMENTS:
	
	
	
	
	
	
	
	
	
	

	Sensory work with colours/requirement to
distinguish perception of fine visual detail/good 
visual performance
	
	
	X
	
	
	
	
	
	
	

	Auditory performance (hearing)
	
	
	X
	
	
	
	
	
	
	

	CONTACTS/EXPOSURES:
	
	
	
	
	
	
	
	
	
	

	Exposure to high noise levels - *1st Action Level:
+2nd Action Level or Peak Action Level
	
	
	X
	
	
	
	
	
	
	

	Contact with body fluids
	
	
	X
	
	
	
	
	
	
	

	Contact with potentially infectious micro-organisms
	
	
	X
	
	
	
	
	
	
	

	Contact with food/drink
	
	X
	
	
	
	
	
	
	
	

	Contact with animals
	
	X
	
	
	
	
	
	
	
	

	Exposure to other hazardous substances,
including sensitisers.
  -  Specify the substance(s) and whether
     exposure is via inhalation, ingestion or skin
     contact:
*Occupational Exposure Standard (OES)
+ Maximum Exposure Limit (MEL)
	
	
	X
	

	

	
	
	
	
	

	Contact with vibrating surfaces/equipment
	
	X
	
	
	
	
	
	
	
	

	PHYSICAL CONDITIONS:
	
	
	
	
	
	
	
	
	
	

	Work at height (above 2 metres)
	
	X
	
	
	
	
	
	
	
	

	Work below ground
	
	X
	
	
	
	
	
	
	
	

	Work under high/low air pressures
	
	X
	
	
	
	
	
	
	
	

	Adverse weather/temperatures
	
	X
	
	
	
	
	
	
	
	

	Work in confined spaces
	
	X
	
	
	
	
	
	
	
	




	Significant Features Associated with  the Job

	Insignificant/    Not applicable
	Indicative Level of
significance
(For completion by
Sefton M.B.C.)
	Personal Assessment (For completion, where appropriate, by Occupational Health personnel)

	
	
	1
	2
	3
	4
	5
	A
	B
	C
	D

	NON-PHYSICAL DEMANDS:
	
	
	
	
	
	
	
	
	
	

	Managerial responsibilities (accountabilities/planning)
	
	
	X
	
	
	
	
	
	
	

	Work under pressures of time/service delivery
	
	
	X
	
	
	
	
	
	
	

	Night work
	
	X
	
	
	
	
	
	
	
	

	On call/irregular/unpredictable hours/shift work/ unpredictable hours
	
	
	X
	
	
	
	
	
	
	

	Work in isolation
	
	X
	
	
	
	
	
	
	
	

	Work requiring deep concentration and/or concentration for long periods of time
	
	
	X
	
	
	
	
	
	
	

	Contact with client/customer group
	
	
	X
	
	
	
	
	
	
	

	Responsibility for people  
	
	
	X
	
	
	
	
	
	
	

	Contact with potentially abusive/violent
clients or others
	
	
	X
	
	
	
	
	
	
	

	Specialist knowledge/skills
	
	
	X
	
	
	
	
	
	
	

	Decision making
	
	
	X
	
	
	
	
	
	
	

	Responsibility for resources 
	
	
	X
	
	
	
	
	
	
	

	Work with limited/restricted resources
	
	
	X
	
	
	
	
	
	
	

	Mundane Tasks
	
	
	X
	
	
	
	
	
	
	

	Potential for poor results given account of input/effort
	
	
	X
	
	
	
	
	
	
	

	OTHER:
	
	
	
	
	
	
	
	
	
	

	Driving – own car
	
	
	X
	
	
	
	
	
	
	

	Use of mechanical equipment
	
	
	X
	
	
	
	
	
	
	

	Use of visual display equipment (see Sefton’s
criteria for classification of display screen users)
	
	
	X
	
	
	
	
	
	
	

	Other - specify:
	
	
	
	
	
	
	
	
	
	

	1
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	
	
	




OCCUPATIONAL HEALTH ASSESSMENT (FOR COMPLETION BY MTL MEDICAL SERVICES)


A  Full function
B  Sufficient function to undertake required tasks
C  Insufficient function to undertake required tasks
D  No function

Note:  Function refers to the individuals physical or mental ability to undertake tasks associated with the identified job feature.

Further details should be included in supporting reports, for example, any adjustments that are needed and the permanent or temporary nature of the function status.  Please indicate whether there is an accompanying report.

x

			Yes				No

















