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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Trainee Leisure and Recreation Officer (Apprentice) 

	GRADE:
	SCP 12-15

	POST NUMBER:
	7159A 

	RESPONSIBLE TO

	Leisure Contract and Recreation Manager 

	JOB SUMMARY:

	To assist with the monitoring and administration of Council leisure contracts, ensuring the delivery of high quality services to the residents of Ashford that encourage an active, healthy and sustainable community. 

To support the Leisure Contract and Recreation Manager in delivering leisure and community focused projects and programmes. The themes of work include sport, leisure, recreation, facilities, health and young people.

	ROLE REQUIREMENTS:
	

	1.
	To assist the Leisure Contract and Recreation Manager by providing administrative support to enable the effective management and monitoring of Council leisure contracts. Including; collection and reviewing of data, benchmarking, monitoring outcome scorecards and checking contract compliance.

	2.
	To attend contract and stakeholder meetings and provide administrative support including; sending out required agendas, taking minutes, logging tasks and monitoring agreed actions, sending alerts as required to support the critical path of projects.

	3.
	To provide support for sport, leisure and community projects, particularly in the production and updating of project plans, risk assessments and the collection/input of data (using excel and other project software) for project monitoring and reporting purposes. Managing cloud based storage and project files and using appropriate project software.

	4.
	To support with the development of sport activation plans, marketing plans, communication plans and grant funding database. To work with relevant stakeholders to deliver on current & future leisure opportunities. 

	5.
	To support other services and agencies in the promotion of leisure, community sports programmes and activities.

	6.
	To help facilitate the delivery of events and public consultations including event administration such as information packs and marketing materials, along with on the day event set up and pack downs.  

	7.
	Assist the department with specific research and report preparation. Support with responding to public, partner and Member enquiries, leading on coordinating FOIs and customer comments, seeking relevant information from officers, recording responses as necessary and ensuring enquiries are dealt with in a friendly, responsive, and informed manner.

	8.
	Work closely with other staff in the Council and partner organisations to obtain information for officers, liaising with other services and departments to develop administrative systems, build mutual confidence and foster effective working relations.

	9.
	Liaise with key stakeholders, sport clubs and community groups in line with the needs of leisure and community development.

	10.
	To assist all areas across Environment, Property and Recreation within the level of the role. 

	11.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision, and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	12.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	13.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	14.
	Data Protection

To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	15.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	16.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	17.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	December 2025

The successful post holder will be expected to study for Level 3 Community Support and Health Officer Apprenticeship so will need to be hard working and be committed to personal development.  

How the Training will be delivered - A mixture of weekly online visits and quarterly face-to-face visits. They will have a dedicated tutor who is there to guide them through their training programme. As well as their tutor, they will have access to learning and support materials online to support them with their allocated off-the-job training each week.
Leaner Journey - In the 16 month training element where learners gain skills, knowledge and behaviours for the End Point Assessment. It includes classroom sessions, mentoring, off-site visits and 20% off-the-job training. At the Gateway stage, progress is reviewed for the on-programme assessment.

The End Point Assessment evaluates proficiency through tests, interviews, portfolio assessment and professional discussion. End-Point-Assessment (EPA) - 3 Months Period. Panel interview - Presentation with questions and answers, Work-based observation, Case study challenge. 
A mixture of weekly online visits and quarterly face-to-face visits. The post holder will have a dedicated tutor who is there to guide them through their training programme. As well as their tutor, the post holder will have access to learning and support materials online to support them with their allocated off-the-job training each week.

Off-The-Job Training - Off-the-job is where the learner will need to log evidence of learning activities that fall outside of their normal working environment but is still classed as learning towards their apprenticeship. The number of hours they need to log throughout their apprenticeship will be discussed at enrolment
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PERSON SPECIFICATION
	JOB TITLE:
	Trainee Leisure & Recreation Officer (Apprentice)  

	POST NUMBER:
	7159A


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	C or above in Maths and English GCSE (or equivalent) 
	Educational background within Sports & Leisure 

	EXPERIENCE
	Ability to work on own initiative and as part of a wider team.
Ability to take minutes and actions 
	Experience of working within the Leisure industry 



	SKILLS & KNOWLEDGE
	Self motivated

Enthusiastic, persistent and strong listening skills

IT literate
	Knowledge of the leisure industry 
Knowledge of Local Government 

	OTHER REQUIREMENTS
	Ability to undertake evening and weekend working as and when required.
	

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST:  






	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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AMBITIOUS

| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






