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	Broxbourne Borough Council 

	Job Title: Assistant Centres Manager
	Job Ref: ACS

	Job Location: Bishops’ College Churchgate Cheshunt Herts 
	Hybrid: No

	Department: Customer and Communications 

	Reports to: Centre Manager

	Full time: 40 hours per week

	Grade: O40

	Alcohol restricted post: Yes 

	

	Job Purpose:
To support the Centre Manager in the operational, financial, and strategic management of the leisure facilities, ensuring the delivery of safe, high-quality, customer-focused services.
The Assistant Centres Manager will lead teams, drive performance standards, ensure health and safety compliance, and contribute to the achievement of service objectives, income targets, and continuous improvement initiatives.

	Key Responsibilities: 

1. Operational Management
· Support the day-to-day management of the leisure facilities, ensuring smooth and efficient operations.
· Act as Duty Manager as required, taking responsibility for the safe operation of the centre.
· Ensure all activities, programmes, and services operate in line with organisational procedures and industry best practice.
· Monitor facility standards, cleanliness, and presentation to maintain a welcoming environment.
· Oversee plant operations where qualified, ensuring safe and compliant running of pool plant and associated systems.

2. Leadership & People Management
· Lead, motivate, and supervise operational teams to deliver excellent customer service.
· Provide line management support, including performance management, absence management, and staff development.
· Support recruitment, induction, and training of staff.
· Promote a positive team culture aligned with organisational values.
· Act as a role model, leading from the front and setting high professional standards.

3. Health & Safety & Compliance
· Ensure compliance with all relevant legislation, including health and safety, safeguarding, and industry regulations.
· Support the implementation and monitoring of risk assessments and safe systems of work.
· Maintain compliance with RLSS guidance, pool safety operating procedures (PSOP), and normal operating procedures (NOP).
· Assist with audits, inspections, and quality accreditation processes.

4. Financial & Commercial Responsibilities
· Support the management of revenue and expenditure budgets.
· Assist in driving income generation through programming, events, and membership growth.
· Monitor performance targets and KPIs, taking corrective action where required.
· Contribute to commercial initiatives to improve profitability and customer retention.




5. Customer Experience
· Ensure consistently high standards of customer care.
· Respond to and resolve customer complaints professionally and efficiently.
· Monitor feedback and implement service improvements.
· Promote an inclusive and welcoming environment for all users.

6. Administration & Reporting
· Prepare reports and performance data for senior management.
· Maintain accurate records, including training records, incident reports, and compliance documentation.
· Contribute to business planning and service development initiatives.

General Responsibilities
· Work flexibly, including evenings, weekends, and bank holidays as required.
· Undertake Duty Management responsibilities as part of the management rota.
· Support multi-site operations where required.
· Undertake any other duties commensurate with the grade of the post.


	Person Specification: 

Essential: The qualifications, skills, experience, and behaviours that are required for competent performance in the role. These criteria represent the minimum standards a candidate must meet to be considered.

Desirable: Additional qualifications, skills, experience, or knowledge that would enhance a candidate’s ability to perform the role but are not strictly required. These criteria help identify candidates who may bring added value.

		Diversity, Equality and Inclusion (EDI)
All staff must comply with the Council’s Policy on Equal Opportunities and undertake training to ensure the fair and equal treatment of all Council staff and customers.


	Employment checks required for this post 
The Council is required by the Home Office to carry out standard Right to Work checks for all employment under the Asylum and Immigration Act 1996. If you cannot produce Right to Work documentation or are unsure whether the documents you have provide the necessary proof please contact Human Resources prior to your interview.

	
Employment of Ex-Offenders
Broxbourne Borough Council aims to promote equality of opportunity for all with the right mix of talent, skills and potential. We therefore welcome applications from a diverse range of candidates. Criminal records will be taken into account for recruitment purposes only when the conviction is relevant. Unless the nature of the work demands it, people will not be asked to disclose convictions which are ‘spent’ under the Rehabilitation of Offenders Act 1974. Having an ‘unspent’ conviction will not necessarily bar any individual from employment. This will depend on the circumstances and background to the offence(s).  The Council abides by the Code of Practice for Registered Persons and other recipients of Disclosure information, copies of, which are available on request.





		
SAFEGUARDING
All employees are responsible for ensuring the safety and welfare of children and vulnerable adults in the course of their daily duties. All staff are required to understand and adhere to the Council’s Safeguarding policies and procedures as they apply to their own role, to make referrals concerning child or vulnerable adult welfare to the Designated Child Safeguarding Officer, and to co-operate with other agencies around child protection investigations
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