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HOURLY RATE:

NO. OF HOURS:

DATE PREPARED:

RESPONSIBLE TO:

RESPONSIBLE FOR:

PRINCIPAL FUNCTIONS:

POST OF LEISURE ASSISTANT

JOB DESCRIPTION
£12.00 per hour
Casual (as and when required)
July 2024
Duty Managers
Not Applicable

Overview

In your role you will effectively carry out operations in relation to
both leisure activities and general operational tasks throughout
the Pickaquoy Centre. Centre Operations will be fulfilled to the
highest standard, as specified in the Centre’s policies, operating
procedures and working instructions.

In this customer-facing role you will act as an ambassador for
The Pickaquoy Centre. You will be expected to be a dynamic
team member, who thrives in a fast-paced and changing
environment.

With Orkney due to host the International Island Games in 2025,
there has never been a more exciting time to join our team.

Main Duties

1. Facilitate the daily set-up and take-down of Centre
equipment.

2. Participate in the completion of all daily routine cleaning
duties.

3.  Assist in the maintenance of standards, cleanliness and
and security of all equipment stores as allocated by the
Duty Manager.

4, Follow the correct reporting procedure in relation to Centre

equipment and facilities, being vigilant in observing and

reporting of any defects and/or unusable equipment.

Assist in the preparation of sports pitches and facilities.

Assist in the set-up and take-down of sports and

meeting/conference equipment for Centre events.

7.  Assist in ensuring equipment requested by Sports Clubs
and for other external and internal room bookings, is
accurately delivered as specified on booking forms.

8.  To consistently provide excellent customer service.

9.  To assist the management team in the development of the
Centre’s activity programme.

10. To follow The Pickaquoy Centre’s policies, operating
procedures and working instructions.
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11.

12.

13.

14.

15.

16.

17.

18.

Ensure that tasks are always undertaken in respect of
health and safety requirements.

Assist the other Centre departments as required ensuring
the overall smooth operation of the Centre.

Attend regular Leisure Assistant team meetings.
Participate in relevant training courses and developmental
activities to maintain up to date knowledge and skills
required for the role.

Ensure that all duties are carried out with due regard for the
Trust’'s Equal Opportunities Policy along with any other
associated policies and practices.

Remain compliant with General Data Protection
Regulations (GDPR) and maintain absolute confidentiality.
Undertake other duties as the Senior Management Team
require.

The post holder may be required to work in other
departments/sites operated by the Pickaquoy Centre Trust.



PERSON SPECIFICATION

Attributes Essential | Desirable
Professional / Educational Qualifications —

e To hold a current UKCC sports qualification. v

e To hold a First Aid qualification. v

Relevant work / other experience —

e Working knowledge and understanding of the importance of v
Health & Safety.

e Previous experience in the set up and take down of sport, v

meeting or conference equipment.
Skills and Abilities —
o Ability to deliver excellent customer service.
e Ability to accurately and efficiently follow instructions.
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Personal Qualities —

e Excellent communication skills.

o Ability to work well as part of a team.

e Enthusiasm to deliver and maintain high standards across the
centre.

e Commitment to working as an effective team member.

Additional Job Requirements —

o Willing to apply to become a member of the Protecting
Vulnerable Groups Scheme.

¢ Attendance at ongoing staff training sessions.

e Be willing to work on a rota system which will include early
mornings, late finishes and weekends.
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We are committed to inclusion and diversity, and welcome applications from groups with
underrepresented protected characteristics. We are happy to discuss reasonable adjustments or
arrangements for any part of the recruitment or selection process, or for the tasks and duties
associated with this role.



