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Job Description – Deputy Community and Leisure Manager
	Responsible to
	Community Enterprise Directors

	Reporting to:


	Community and Leisure Manager

	Responsible for:


	The Deputy Leisure Manager supports the Community Leisure Manager in the safe, efficient, and customer-focused operation of the sport, leisure and community facilities.

	Liaising with:
	Community and leisure Manager, Community Enterprise staff, tutors, college staff, external agencies and community users. The post requires flexible working around the needs of the service. 


	Working time:


	26-30 hours per week 

	Salary/grade:


	Grade C. £25,186 - £26,244 

	Overview
	The role is hands on and operational, combining management responsibilities with direct delivery on the gym floor and within leisure spaces
This role is offered on a fixed term basis for 1 year in the first instance.


	Main Accountabilities:


	Membership Administration, Inductions & Customer Experience
· Manage gym member profiles, including new member set up, gym inductions.
· Deliver gym inductions and provide ongoing guidance to members on the safe and effective use of equipment.
· Process membership administration, supporting retention and positive member engagement.
· Communicate daily with members and facility hirers, maintaining high standards of customer care.
· Proactively manage complaints, resolve issues, by liaising with hirers  and member.
· Actively supervise the gym floor, ensuring safe exercise practice and adherence to health and safety procedures.
· Carry out daily equipment checks, reporting faults, damage, or maintenance issues promptly.
Facilities, Equipment Set-Up & Operational Delivery

· Prepare leisure and community spaces for group hire, classes, and events, including setting up and taking down equipment.

· Ensure facilities are clean, safe, and correctly configured in line with booking schedules and risk assessments.

· Support transitions between bookings to ensure smooth, timely changeovers.

· Maintain and update a central database for repairs, maintenance, and IT issues, ensuring timely reporting and escalation.

Marketing, Promotions & Community Engagement

· Support the College marketing and promotions staff with Sport, fitness, class, leisure and community information

· Assist in identifying opportunities to increase facility usage and community participation.



	Main Accountabilities contd:


	Staff Oversight & Duty Management
· Provide shared oversight of gym instructors and class instructors, supporting rotas, service standards, and operational delivery.

· Act as Duty Manager when required, including opening and closing procedures and on-shift supervision.

· Work independently during lone-working periods, making sound operational decisions.

· Handle cash, card payments, and financial records accurately, ensuring all income is processed, recorded, and reported in accordance with organisational financial procedures and audit regulations.

· Update and maintain operational documentation, procedures, and guidance.

· Support reporting and information sharing with the Community Leisure Manager.

Compliance, Safety & Key Responsibilities

· Adhere to all facility procedures, including safeguarding, health and safety, fire safety, and emergency response protocols.

· Act as a key holder with responsibility for opening, closing, and securing the facility.

· Hold First Aid responsibility and respond appropriately to incidents and emergencies.

· Ensure compliance with lone working policies and associated risk assessments.

· Ensure safe manual handling practices are followed during equipment movement and set up.




	General Management: 


	· Fulfil other such duties as maybe requested 
· To be aware of the college Child Protection and Data Protection procedures and ensure that staff within the Community and Sport and Fitness teams are aware of these.  


	Other Specific Duties:

	Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The College will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.
Date: February 2026


Community and Communication Person Specification
	Area 
	Essential
	Desirable

	Qualifications
	· 5 GCSE’s, at grade C, including English and Maths or other equivalent qualifications
· Gym Instructor qualification (Level 2 or equivalent.


	· Level 3 Personal Training qualification

· Further relevant qualifications related to the advertised post

	Professional 

Development
	· A willingness to take on further professional development 


	· Evidence of relevant professional development in previous roles

	Experience
	· Experience within a leisure, sport, fitness, or customer-focused environment

· Experience working in a gym or leisure facility setting

· Strong customer service, communication, and problem solving skills

· Highly organised, proactive, and able to manage competing priorities

· and manual handling

· Ability to work flexibly, including evenings, weekends, and lone working

· Physically able to undertake equipment set up 


	· Knowledge of safeguarding, health and safety, safe exercise practice,
· Supervisory or deputy management experience

· First Aid qualification (or willingness to obtain)

· Knowledge of fitness industry trends and community leisure provision



	Knowledge and Skills
	· Good communication skills including the ability to clarify and explain instructions clearly
· Competent literacy, numeracy and IT skills

· Ability to develop good working relationships with staff and students 


	Safeguarding responsibilities tor school staff

	Personal Attributes 
	· Good team player 

· Commitment to all staff and students in the college 

· Good time management 

· Good sense of humour
· Ability to respect confidentiality on all issues. 

· Ability to stay calm under pressure.

· Awareness of safeguarding and data protection issues relevant to the post
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