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	POSITION TITLE:
	Programs Team Leader BASC

	POSITION NUMBER:
	2315

	DIVISION:
	City Life

	DEPARTMENT:
	Swim Sport & Leisure

	CLASSIFICATION:
	Band 4 

	REPORTS TO:
	Programs Coordinator

	DIRECTLY MANAGES:
	Gym Instructors, Group Exercise Instructors, LiveWell Instructors, Coaches

	INTERNAL LIAISONS:
	Council Employees

	EXTERNAL LIAISONS:
	Community Groups, Customers, Suppliers

	DATE:
	September 2024 



POSITION OBJECTIVES:
This position will coordinate program staff to manage daily operations in a clean, safe, and customer-friendly environment. With guidance from the Programs Coordinator, this position will help ensure the delivery of high-quality, safe, and customer-focused programs. Additionally, this position will assist with entering stadium bookings into Perfect Gym and ensuring that groups are invoiced monthly.

POSITION RESPONSIBILITIES:
Key Responsibilities:
1. Provide leadership to a team of program instructors and coaches, consisting of Leisure Services Officers (gym staff), Group Exercise Instructors, LiveWell instructors (specialist older adults program), gymnastic and soccer coaches to ensure the delivery of high-quality customer service to patrons using the program.
2. Assist in the development and management of staff rosters to ensure that all programming needs are planned for. 
3. Provide administrative support to the Program Coordinator with tasks relating to programming and operational activities.  
4. Assist in the development of a program culture amongst patrons to ensure that relevant program rules are promoted and enforced. 
5. Provide program staff with appropriate training, feedback and development as delegated by the Program Coordinator. 
6. Assist Programs Coordinator in ensuring programs meet customer needs.
7. Assist in allocation of individual children and coaches to classes on a term basis, as required.
8. Assist with marketing and promotion of the dry programs.
9. Liaise with stadium user groups, facilitate bookings and invoicing. 
10. Direct service delivery is a component of this position and may require work of an early morning evening or weekend.
11. Adherence to all Council’s policies and procedures as relevant to this position.
12. Carry out other duties as deemed reasonable and appropriate to the role as directed from time to time.

Values:
Our values represent who we are and who we aspire to be. They are the tools to create the workplace culture we want. We are all accountable for this. 
1. Respect and encourage each other.
1. Create a healthy and safe environment for all.
1. Embrace new ideas and better ways to work.
1. Make people the centre of our business.

Risk Management and Occupational Health & Safety Responsibilities:
· Understand and comply with Council OHS policies, procedures and legislative requirements relevant to the position.
· Perform work in a safe and appropriate manner.
· Ensure behaviour does not discriminate, bully or harass others.
· Take responsibility for own safety and that of others. 
· Proactively report any incidents, injuries, hazards or unsafe work practices.

The following general physical and functional requirements may apply to this position. Specific physical requirements will be attached if applicable.
· Manual handling tasks.
· Prolonged periods of inactivity e.g. sitting at the computer.
· Regular keyboarding associated activities.
· Long / short distance travel between sites.
· Dealing with difficult clients and situations.
· Demanding deadlines.

Child Safe:
City of Greater Geelong is committed to being a child safe organisation and has zero tolerance for child abuse. The focus of our work is on children under the age of 18. We recognise our legal and moral responsibilities in keeping children and young people safe from harm and promoting their best interests. We have specific policies, procedures and training in place to support employees, volunteers and contractors to achieve these commitments. We create environments where all children have a voice and are listened to, their views are respected and they contribute to how we plan for, design and develop our services and activities. 

We are committed to:
1. Preventing child abuse occurring within our services, programs and facilities.
2. Creating an organisational culture of child safety.
3. Setting clear expectations of employees, volunteers and contractors as to what is required to keep children safe.
4. Ensuring employees, volunteers, contractors are clear about their responsibilities when they suspect abuse of a child.
5. Ensuring all suspected abuse is reported and fully investigated.

Diversity and Inclusion:
City of Greater Geelong recognises the value of the diversity and strength of Aboriginal and Torres Strait Islander cultures to the heritage of all Australians and encourages Aboriginal and Torres Strait Islander people to apply. 

KEY SELECTION CRITERIA:
Qualifications:
1. Minimum Certificate III in Fitness, and extensive experience in the fitness industry.
2. Working with Children Check.
3. Level 2 First Aid Certificate.
4. CPR Qualification.

Essential:
5. Knowledge of gymnastics and program levels.
6. Knowledge of soccer programs.
7. Several years in a Customer Service environment, preferably in a supervisory capacity.
8. Demonstrated leadership capability.
9. Excellent written and verbal communication skills and ability to build relationships with staff and client groups. 
10. Ability to implement commitment of excellence in customer service. 
11. Proficient computer skills using a range of technologies. Ability to use Microsoft Office suite required.
12. [bookmark: _Hlk139370472]Must be flexible to meet the demands of the programs. Position may involve morning, evening, and weekend shifts.
13. All candidates should display integrity, responsibility, respect for others, and the ability to be innovative.

Desirable:
14. Experience in program development and delivery. 
15. Gymnastics Coaching qualification.
16. Soccer Coaching qualification.
17. National Industry Registration.
18. Some experience in reception systems, understanding of Perfect Gym program would be an advantage. 
19. Pool Lifeguard Certificate or willingness to attain.

ACCOUNTABILITY AND EXTENT OF AUTHORITY:
· Provide direct support and assistance to the Program Coordinator in accordance with program procedures, customer needs and nominated timeframes. 
· Responsible for the delivery of activities relating to programs conducted by Swim, Sport and Leisure. 
· Ensure all staff are trained and work within OH&S policies and procedures. 
· Work is performed within specific guidelines and under general supervision from the Centre Manager. 
· Accountable for creating and capturing accurate and complete records of the business activities related to this position, in accordance with approved policy and procedures. This is applicable to both hardcopy and electronic information, including email. 

JUDGEMENT AND DECISION MAKING:
· The position will be required to deal effectively with new situations and make judgements with guidance always available from more senior staff within time required. 
· The position has the scope to make decisions in relation to day-to-day operations of gym, LiveWell, gymnastics and soccer. 
· Participate in a team approach to problem solving and in developing improvements in practices. 

SPECIALIST SKILLS AND KNOWLEDGE:
· Thorough understanding of Swim, Sport and Leisure procedures and processes. 
· Knowledge of exercise prescription techniques for Gymnasium and other Health and Fitness programming. 
· Proficient computer skills using a range of technologies. Ability to use Microsoft Office suite required. 

MANAGEMENT SKILLS:
· Efficient and effective planning and use of own time as well as subordinates to prioritise and achieve specific and set objectives with the resources available and within set timeframes. 
· The ability to work in an autonomous capacity and as part of a team. 
· Provide staff leadership, development, and supervision. 
· Ability to understand, implement and ensure staff compliance with Industrial Awards, Equal Employment Opportunity, and Occupational Health & Safety. 

INTERPERSONAL SKILLS:
· Oral communication skills of an order sufficient to effectively enable professional communication with internal and external customers, including the ability to resolve minor problems. 
· Written communication skills of an order sufficient to effectively prepare clear and concise reports and correspondence on matters relating to operation of position. 
· Ability to build a cooperative and productive work environment for staff. 
· Highly developed customer focused approach. 
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