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	Post Title
	Team leader (Business Development and Administration) Sport and Leisure

	Post Level
	Service Delivery Level 1

	Service Area
	Sport and Leisure

	Grade
	7 

	Post Level Descriptor

	To lead and manage a group of staff in day to day delivery of services. Allocation of workload and effective staff management. 
Will be a role model and ensure  staff are living the organisational values of :

Aspire to be better

Enable others

Deliver on promises

	Purpose of the Post

	· To manage a small to medium team of employees within one function, following the Council’s HR policies, procedures and practices
· To ensure the team are aware of Council services available and able to sign post customers as required.
· To account for up to a small budget.
· To schedule and allocate work for the team on a short to medium term basis
· Plan events and/or projects over the short term.
· Contribute to the development of longer term plans and projects.
· Responsible for stock control and the ordering of goods/supplies of the same type
· Responsible for the day to day use and maintenance of equipment used by the team.
· To ensure regular two way communication and engagement with the team
· To take responsibility for the Health and Wellbeing of the team.

· To ensure the team maintain high performance and are clear on objectives through one to one supervision and the IPR process. Encouraging personal development, flexibility and responsibility
· To ensure self and team have the highest regard for customer service whilst understanding the need to effectively manage the demand for services
· To always portray a positive image of the Council to employees and customers and deliver on promises
· To ensure the team aware of Council services available and able to sign post customers as required.

· To fulfil responsibilities as a corporate parent

· Ensure the team’s work location meets general health and safety standards and is presentable at all times and to ensure the team are aware of health and safety responsibilities
· To take a proactive approach to self development and keep an up to date working knowledge of best practice associated with the area of work.

· To be responsible for the overall performance of the team and all associated Human Resource related matters.

· To embrace opportunities for change and to encourage new ways of working including the use of technology




	Service Specific Tasks

	· To effectively manage the day to day administration and business development work of the sport and leisure business development team including; oversight of all administrative duties; oversight of key customer communications across various mediums (e-mail, telephone, post, social media channels / website). 
· To manage manual and computerised record/information systems and play a lead role in the management and development and data analysis of bespoke leisure management systems, data and software.
· To ensure that appropriate data is collected, interpreted and reported upon to inform service developments and KPI requirements.
· To ensure the service is being delivered in line with the council’s financial regulations including cash handling and audit directives. Process all invoices to ensure Income and expenditure for the authority can be monitored effectively. 
· To develop new and improved ways of working for the service, including more efficient use of technology and IT systems.
· To lead on business development and service improvement initiatives on behalf of the Operational Manager for Indoor Sport and Leisure services, including the ease Extra card offer. To manage bespoke projects as directed by the Operations Manager and / or Public Health Priorities.

· To develop new and existing relationships with internal and external partners to generate income and / or to promote Public Health priorities. To arrange and / or actively market and promote the business at relevant forums and events. 
· To manage key stocks related to marketing and business development (e.g. promotional materials, leaflets and merchandise) and associated budgets.  
· To actively engage with customers to understand the impact of services or to develop new services (e.g. surveys, face to face consultation) 
· Commit to working towards the borough’s Public Health and Well-being priorities


	Performance Standards

	· The need to adhere to Council’s Policies and specifically the Equal Opportunities Policy, Health & Safety Policy and the Code of Conduct

· The need to comply with the Freedom of Information Act 2000 in relation to the management of Council records and information

· The need to comply with the Data Protection 1998 and the principles enshrined within it in respect of personal information held by the Council
· The need to observe and implement the Authority’s information governance policies and procedures, including the security of information assets and data.
· Willing to carry out a similar job role in other service areas as required.

· Demonstrates flexibility in their approach to work

· Creates an environment which enables individuals to speak up and challenge.



	Competency Requirements

	Engaging People  - Level 2

Proactively listening and conveying information/ideas in a variety of ways to engage people and stay connected.

Delivering On Or Promises Level 2

Creating the right environment for teams and individuals to perform at their best, ensuring performance is monitored, evaluated and prioritised effectively.

Delivering On Customer Outcomes Level 2

Delivering a customer focused service across the team.

Enabling Change Level 2

Creating and enabling an environment that encourages the acceptance of change within teams.

Aspiring To Be Better Level 2

Enabling the right environment for teams and individuals to show high levels of self awareness to perform at their best.

Working Together Level 2

Promoting collaborative relationships with others to deliver an excellent customer focused service.




	Person Specification

	Responsible To

	Operational Manager

	Responsible For

	Business development Officer and Business Development Assistants


	Factor
	Essential
	Desirable
	Assessment means

	Skills and knowledge
	Ability to use skills and knowledge in order to problem solve and develop short term plans 

Ability to contribute to the development of medium to long term plans and more complex solutions
Ability to manage up to a medium sized team.
Ability to follow and apply Human Resources policy and guidance

Excellent demonstrable ICT skills in software packages particularly word and excel
Ability to cope with a variable workload, prioritise tasks, work under pressure and meet challenging deadlines
Excellent communication skills 

	Experience of budget management
Proven skills to build positive partnerships / relationships with internal and external agencies. 

	Application form and interview

	Experience 
	Experience of managing people

Experience of managing change
Experience of working unsupervised with responsibility for own workload

Minimum 2 years’ experience working in administration / and or support services 

	Experience of face to face promotion
Experience of building positive partnerships with positive outcomes 

Experience of extracting and interpreting data
	

	Qualifications and Training
	Good general education up to A level standard or equivalent. (Including at least a pass for Maths and English GCSE or equivalent)

	Specific ICT / word processing / business administration related qualifications
Qualified up to level 4 (Higher National Certificate or equivalent) in relevant subjects

	Application form

	Special Requirements
	Must be prepared to travel to all parts of North Tyneside
May be required to occasionally work evenings and weekends depending on service need.
	Use of car for work purposes, casual car allowance is applicable to this post
	Application form and interview
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