
Job Description 

Job Title: Duty Manager ENSc4 (£22,987)  

 

Section: Enable Leisure & Culture  Department: Enable Leisure Services (LSS) 

Reports to: Operations Manager  Permanent 

 

 

Job Purpose 

• Assisting the Operations Manager in the day-to-day operation of the site(s) ensuring 

the health and safety of staff and customers along with providing a high-quality 

standard of service. 

• Supporting the Operations Manager with the line management of both contracted 

and casual staff. 

• Assisting the Operations Manager with the development and growth of the site(s). 

 

Principal Accountabilities and Responsibilities:   

1. To supervise and assist customers in using the facilities in an appropriate and safe 

manner, ensuring compliance with regulations and conditions of hire as stated in the 

site’s Operational Procedures at all times. 
2. Supervision of Staff on duty (Recreation Assistants, Sports Assistant, instructors and sports 

Coaches.) 

3. Line management of staff to include 1:1’s, appraisals, work plans and performance monitoring. 

4. To act as the first point of call for all staff when on shift 

5. To ensure the security of the building, including undertaking checks and tours of the 

building as required, maintaining records, and liaising with security contractors.  

6. To ensure that all areas within the site are maintained to the highest standards of 

cleanliness at all times. 

7. To undertake regular checks to ensure all facilities and equipment are safe and in good 

working order, to keep records of checks and take remedial action where necessary.  

8. To prepare facilities for use for all users, including the setting up/down of sports and 

function equipment.  

9. To maintain accurate attendance records, collate usage data and assist in providing 

other management information records.  

10. To operate a computerised booking system. 

11. To report faults and health and safety concerns as per agreed procedures.  



12. To comply with health and safety policies and systems, reporting any incidents, accidents, 

hazards or near misses as per Site’s Health and Safety procedures.  

13. Carry out safe evacuation of customers and other staff in case of an emergency evacuation in 

line with the emergency action plan.  

14. To undertake payment duties, including the taking of payments for casual and pre-booked sports 

activities and reconcile pdq takings in line with banking procedures. 

15. To assist the Operations Manager with managerial tasks including but not limited to weekly 

banking, rotas, team meetings, staff inductions, dealing with complaints and health & safety 

requirements.  

16. Attend to all routine office administration including but not limited to answering queries from 
the general public both verbally and in writing, managing bookings, recording all 
accidents/incidents, issuing tickets and facility passes and recording daily attendance figures. 

17. Acts as receptionist by taking entrance fees, operating electronic booking and management 
system and checking and balancing tills at end of work period. Responsible for safe handling of 
sensitive data and valuables 

18. Responsible for taking deliveries of goods and equipment 
19. Ensure that the premises are secure when locking up at night and being responsible for a set of 

keys.   
20. Liaises with staff to ensure the general security, upkeep and maintenance of the facility. 
21. Liaises with clubs, associations and schools to promote and encourage use of the facility as and 

when required. 
22. Performs any other duties as thought necessary to improve or develop the facility consistent 

with the experience and grade of the post holder and the needs of the service.   

 

General Duties and Responsibilities 

1. To comply with all Enable Leisure and Culture Codes of practice, including the code of 

conduct, and policies and procedures concerning data protection and health and safety. 

2. To be committed to the promotion of equality, diversity and inclusion for others, both 

colleagues and customers; to work to create and maintain a safe, supportive and welcoming 

environment where all people are treated with dignity and their identity and culture are 

valued and respected and to report any instances of inappropriate behaviour or 

discrimination.  

3. Ensure confidential data is kept securely in line with data protection best practice guidelines 

and Enable LC’s procedures.  

4. The postholder will be required to work evenings and weekends as part of a shift pattern. 
5. To carry out any other reasonable duties and responsibilities within the overall function, 

commensurate with the grading and level of responsibilities of the post. 

6. Required to travel within the borough either by driving, cycling or using public transport. 

 

 

 

 

 



 

 

 

Person Specification 

Job Title: Duty Manager  Grade: ENSc4 

Section: Enable Leisure & Sport  Department: Leisure & Sports Services 

Responsible to: Operations Manager Date: 04/2021 

Post Number: LE004 

 

Requirements  

Essential Skills, Knowledge and Experience 

1. Experience in Leisure management as a Duty Manager or similar 

2. Experience of working in a customer facing environment, providing a high level 

of customer service across a diverse range of clientele including complaint 

management. 

3. Experience in supervising or line managing staff including conducting 1:1’s, 

inductions and training. 

4. Knowledge of Health & Safety regulations, ensuring that all guidelines within 

the Health and Safety at work act 1974 are abided by. 

5. An understanding of the day-to-day operations of a leisure facility including 

opening and closing procedures. 

6. Good working knowledge and experience of using IT applications including 

Outlook, Word, and Excel. 

7. Ability to communicate effectively at all levels with good oral, written and 

interpersonal skills with both staff and customers. 

8. Ability to follow and apply policy & procedures and guidelines efficiently and 

effectively in the course of day-to-day work and to work in an organised, 

structured way. 

 

 

 

 

Desirable Skills, Knowledge and Experience  

9. An awareness of industry trends and new initiatives  

10. Level 2 and above Fitness Qualification  

11. Experience in driving and achieving sales targets 

 



12. Experience in financial procurement such as ordering stock and equipment 

whilst working within a budget.  

 

Personal Attributes 

13. Customer focussed mindset with excellent customer service skills 

14. Good organisational skills and attention to detail 

15. Ability to work both independently and as part of a team 

16. Strong communication skills 

17. Ability to build good working relationship and motivate staff 

 

 

Special Requirements  

18. Able to work unsociable hours including evenings and weekends as required.  

 

 


