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JOB PROFILE


	Job title: Sport & Public Services Technician
	

	
	

	Grade: To Be Determined

JE number: JE269
	

	
	

	Accountable to: Faculty Area Manager – Sport and Public Services 

	


  Line Management of: N/A


	General Duties and Responsibilities 

· To contribute to the strategic direction and operational effectiveness of the College 
· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
· Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
· Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
· To proactively promote Safeguarding practice, EDI, GDPR,  Health and Safety and the well-being of all our students and staff 
· To complete and remain up to date with Mandatory Training
· To participate in the College Professional Development and Review (PDR) Scheme  

Duties and responsibilities:

1. To effectively contribute towards the delivery of a high quality educational experience for all students, delivering services in a way that is appropriate and responsive and which displays the highest standards of customer care.
2. To observe all college policies / procedures / working practices / regulations and in particular to comply with the College’s Equality and Diversity Policy, Health and Safety Policy, Financial Regulations, Safeguarding Policy and the Code of Conduct.
3. To undertake teaching cover lessons in the sport and public services department when staff are absent from work/attending training. To source lesson material in order to deliver the cover lesson and this may include some lesson planning, teaching and assessment. 
4. To undertake appropriate training and staff development.
5. To effectively manage and develop any staff reporting through to the post holder, including work experience placements. 
6. To ensure all facility bookings are confirmed. (Academic and enrichment for Sport and Public services) 
7. To support curriculum staff on site at external venues as applicable. e.g Harvey Hadden.
8. To co-ordinate and support the curriculum staff in writing risk assessments for external trips and visits.  This includes annual reviews and up-dating as required with the Health and Safety department. 
9. To drive a minibus for the department where required to support student learning and enrichment activities 
10. To ensure sufficiency of kit/equipment and liaise with staff as required.
11. To be responsible for the upkeep of resources – kit, equipment etc. This includes sourcing best price with external organisations
12. To ensure all transport is available and bookings confirmed
13. To ensure hospitality bookings as required
14. To keep up to date with developments within the sport and public services programmes by attending meetings as necessary.
15. To organise/co-ordinate marketing activities to include press releases, promotional materials, programmes, events, open evenings etc and liaise with the Marketing department as required
16. To ensure high levels of communication between students, tutors, staff and coaches. To update the college internal portal system and information systems
17. To support the College’s sport event programme/sport volunteer programme.
18. To organise additional educational sport events and activities to support the sport curriculum delivery
19. To manage sports equipment including auditing, purchase and management for all curriculum practical sports sessions.
20. To book all facilities for practical curriculum sessions.
21. Undertake or source risk assessments for all external facilities used for the curriculum.
22. To complete and co-ordinate out of college paperwork that is required for additional college trips and activities. This includes completing all administration required for guest speakers and visitors to the college for curriculum purposes. 
23. To coordinate logistics and attend student residential trips including overseas trips. This includes having loco parentis for students.
24. Collect and record any money received and ensure trip bookings are made.
25. To help organise and attend college open evenings and other recruitment events throughout the year.
26. To organise sport marketing events/activities throughout Nottinghamshire to promote the college and sport and public services courses offered
27. To coordinate sport and public services marketing and promotion material and ensure notice boards are regularly updates. To undertake social media activity for the faculty area.
28. To comply with all College policies and procedures eg Health and Safety, Financial Regulations, Equal Opportunities and Diversity, Code of Conduct, etc.
29. To promote and deliver services in a way that is sensitive and responsive to those receiving such services, of the highest standard of customer care.
30. To carry out any other duties which could reasonably fall within the scope and responsibility of the post.

SPORTS ACADEMY DUTIES AND RESPONSIBILITIES: 

31. To organise and confirm clubs, fixtures and competitions.
32. To act as secretary for the leagues to include club and player registration.
33. To attend British Colleges of Sport/League meetings and report back.
34. To organise and co-ordinate fixture and officials.
35. To ensure all facility bookings are confirmed 
36. To drive a minibus for the Sports Academy where required to support student learning and enrichment activities 
37. To ensure that the Sport Academy portal information is updated regularly and all students are communicated with effectively. 
38. To ensure sufficiency of Academy kit/equipment and liaise with staff as required.
39. To be responsible for the upkeep of Academy resources – kit, equipment etc. This includes sourcing best price with external organisations
40. To ensure all Academy transport is available and bookings confirmed.
41. To ensure hospitality bookings as required.
42. To ensure appropriate and necessary staff are available as required and confirmed.
43. To act as First Aider and/or Steward at fixtures and competitions.
44. To attend sport fixtures at weekends/evenings and to ensure referees are paid.
45. To keep up to date with Academy developments within the sport programme by attending meetings as necessary.
46. To develop the Sports Academy handbook and associated paperwork.
47. To support coaches to organise trial days, open days/evenings, tournaments.
48. To administer the elite performers support programme.
49. To co-ordinate international links, progression routes, scholarships etc.
50. To support Coaches and Directorates to access other sources of funding. (Marketing Director/Sports Academy Co-ordinator)
51. To carry out any other duties which could reasonably fall within the scope and responsibility of the post related to the Sports Academy provision. 


	 
	



NOTE

This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.

This job profile does not form part of your contract of employment.




































PERSON SPECIFICATION

	Role:  Sports Technician
	E/D
	A
	I
	T

	Qualifications:  

	1
	Level 2 Maths and English or equivalent
	E
	Y
	
	

	2
	A Sport degree and experience in a sport or educational environment
	E
	Y
	
	

	3a
	Teaching qualification & experience
	D
	Y
	
	

	3b
	Sports Leadership / Coaching experience 
	E
	Y
	
	

	Experience and Skills:

	4
	Relevant, recent experience of the sports industry
	E
	Y
	
	

	5
	Knowledge of Microsoft Office Packages such as word and excel
	E
	Y
	
	

	6
	Good administrative skills capable of supporting own work and that of a small team.
	E
	Y
	
	

	7
	High level of computer literacy.
	E
	Y
	
	

	8
	Current driving licence and have access to own transport
	E
	Y
	
	

	9
	Ability to work on own initiative, organise and prioritise
	E
	Y
	
	

	10
	Able to identify and implement improvements in existing systems.
	D
	
	Y
	

	11
	Able to communicate effectively at all levels (both verbally and in writing in a polite and pleasant manner)
	E
	
	Y
	

	Personal Attributes: 

	12
	Ability to work under pressure and to strict deadlines
	E
	
	Y
	

	13
	Ability to work as part of a team and to have a flexible approach, particularly in relation to working hours (some evenings and weekends required)
	E
	
	Y
	

	14
	Able to deal with difficult situations when they arise in a calm and effective manner.
	E
	
	Y
	

	15
	Able to work flexibly throughout the week/over the year by prior agreement
	E
	
	Y
	

	16
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	
	Y
	

	17
	Commitment to quality and excellence through evidence of continuing professional development
	E
	
	Y
	

	18
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	

	Y
	



KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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