BRADLEY STOKE TOWN COUNCIL

JOB DESCRIPTION


DEPARTMENT: TOWN CLERKS			SECTION: ACTIVITY CENTRES


JOB TITLE: LEISURE ASSISTANT		GRADE/SCP: 3 - 5	
		

1.	JOB PURPOSE

To be responsible for the effective provision of reception, enquiry, maintenance, cleaning and security facilities at the Activity Centres. Report any interior/exterior damage to the Activity Centres Supervisor/Facilities & Operations Manager/Town Clerk.


2.	MAIN DUTIES/ACCOUNTABILITIES

To undertake under the guidance of the Activity Centres Supervisor or in their absence the Facilities & Operations Manager or other person appointed by the Town Clerk:

a) To ensure that the building and site area is clean, bins emptied, rubbish disposed of and facilities maintained in accordance with cleaning schedule and to the required standard.

b) To provide a reception and enquiry services to the general public and users of the facilities. Ensure facilities required by hirers are unlocked, made available and rooms are set out in accordance with hirer's request. Inform the Activity Centres Supervisor of any variation in bookings, and items broken or missing after a booking.

c) To ensure that the safety and security of the building is maintained at all times by constant checking that all fire exits etc. are kept clear and free. That any fire security and fire systems are checked once a week, regularly monitored, and security systems, external lighting etc. are switched on and off at the appropriate times.

d) To be responsible for locking up the building at the end of the day after checking that all lights are out, all windows and doors are secure, the building is free from intruders and security alarm systems are armed.

e) 	To ensure site attendance when required during outs of office hours and ensure provision of personnel on site during Council or public use of the building. 

f) To deal with payments from hirers as specified on the booking schedule and in line with set financial and booking procedures. 

g) To balance the petty cash on site at the start and end of the post holders shift and immediately report any discrepancies to The Booking and Finance Officer. To complete the weekly banking forms for delivery to the office in line with the financial procedures. 
h) To complete weekly and daily work sheets and any other records as required.

i) To attend appropriate training courses as instructed by the Town Council.

j) To undertake any other reasonable tasks as directed by the Activity Centres Supervisor/Facilities & Operations Manager or Town Clerk.


3.	DIMENSIONS

Cash Handling


4.	JOB CONTEXT

The Activity Centres Section is responsible for the maintenance and management of Town Council properties, including outdoor sports facilities.

The postholder works to a general schedule for cleaning the Activity Centre and is expected to use their own initiative to carry out cleaning tasks when bookings prevent them from following the schedule.


5.	SUPERVISION AND WORK PLANNING

The postholder has regular daily, weekly and monthly tasks according to the cleaning and booking schedule issued by the Activity Centres Supervisor/Facilities & Operations Manager. Normally daily contact, or via the phone if there is an emergency.


6.	PROBLEMS AND DECISIONS

The postholder decides whether to report faults to the Activity Centres Supervisor/Facilities & Operations Manager immediately.


7. CONTACTS

The general public answering queries on the use of the Activity Centre.

Dealing with young people that may enter the Centre or grounds that have issues with alcohol and/or drugs.

Liaising with the Police or staff of other Centres if problems need addressing urgently.

The Facilities & Operations Manager, other members of the Town Council Team and users of the facilities to provide information, to try and resolve booking issues or building connected problems. 


8.	KNOWLEDGE, EXPERIENCE AND TRAINING

The post holder requires numeracy and literacy abilities and relevant knowledge and experience in general cleaning and maintenance is desirable.

The postholder should have practical common sense, the ability to work on their own initiative and communicate with the general public and users of the facility in a pleasant and effective manner.


9. PHYSICAL EFFORT AND/OR STRAIN

Some physical effort and strain is involved in carrying out the cleaning and laying out the rooms according to hirer's requirements.
 

10. WORKING ENVIRONMENT

Working within the Activity Centre or on their sports facilities.


11. EQUIPMENT

Mechanical and electrical cleaning equipment, chair lifters, table trolleys.


12. GENERAL

This job description only contains the main duties relating to this post and does not describe in detail all the tasks required to carry them out. 

Duties may vary from time to time without changing the character of the post or the level of responsibility.


13. SPECIAL NOTES OR CONDITIONS 

Weekend working and out of hours working will be required of the postholder.



Date Prepared:	September 2026
 
BRADLEY STOKE TOWN COUNCIL

EMPLOYEE SPECIFICATION

JOB TITLE: LEISURE ASSISTANT

	
ASSESSMENT CRITERIA
	
ESSENTIAL

	
DESIRABLE

	Qualifications
	The post holder requires numeracy and literacy abilities

	A relevant level of knowledge and experience is required in cleaning and general maintenance of premises.

	Work related experience and Associated Vocational Training

	
	Fire, Food and Hygiene and Manual Handling training is desirable, but training will be given.
Cash handling

	Other Relevant Experience
	The ability to undertake a range of cleaning and general maintenance tasks
	


	Specialist Knowledge
	The ability to operate a range of equipment and to maintain a range of various equipment/property.
	

	Job Related Skills
	Manual dexterity skills are required.
	


	Personal Skills
	Ability to undertake on the job training, have a practical common sense, ability to work on own initiative and to communicate with other members of staff and the general public in a pleasant and effective manner.

	

	Special Working Conditions
	Some out of hours working.
Lone working.
The ability to move between centres during working hours.
	




