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Fixed Term, Part time (18 hours per week)
£14.17 per hour


We are recruiting for a casual sports centre assistant to join our busy Sports Centre based in Nescot.


What we are looking for:
· Self-motivated individual 
· Ability to work individually and in a team
· Interest in Sport and/or sport coaching
· A first aid qualification is desirable but not essential
· A sports/gym qualification is desirable but not essential
Duties/responsibilities:
· Working on reception: Including answering telephone enquiries, taking bookings, using a computer booking system
· Setting up and taking down equipment, carrying out gym inductions, fitness classes, gym opening
· Opening up/locking up the building 
· Supervisions of sports field
Benefits:
· A discounted on-site gym, sports hall, fitness class, Starbucks, osteopathy and day nursery
· 5-minute walk from Ewell East Station
· Discounted Starbucks, Modern hair and beauty salon offering employee discounts
· Free online qualifications
· Free parking on-site

At Nescot, we’re proud of our inclusive culture and we welcome all applications.
This role is employed through Nescot Enterprises Ltd, a wholly owned subsidiary of Nescot which operates different terms and conditions.
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Closing date 4th August 2025

Interview date 18th August 2025
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	Position Details:

	Title:
	Casual Sports Centre Assistant

	Department:
	Sports Centre

	Fraction:
	Casual

	Status:
	Fixed Term until 31/8/26

	Grade:
	Grade 3 21-25



	Reporting / Department Details:

	Responsible to:
	Sports Centre Manager



	  Job Purpose:

	
To ensure smooth and safe operation of the Sports Facilities. To promote and develop the service it offers to students, staff and the public.



	Main Duties and Tasks:

	
· To collect fees and record all financial transactions, ensuring that security and cash handling procedures are followed and maintained at all times.

· To deal with enquiries from all users of the Sports Centre, making bookings, record all information and maintain up-to-date records for all bookings for the Sports Centre.

· To assemble and dismantle safely all equipment as necessary in accordance with bookings and training.

· To be a key-holder and to be responsible for opening and closing the Sports Centre, maintaining security at all times. 

· Responsibility to manage the use of the pedestrian intercom via the sports centre office, and report any defects. 

· To maintain up-to-date and accurate records of all Sports Centre administration using manual and computerised systems. 

· To keep members’ membership cards up to date through assistance of the NESCOT Security team.

· To supervise and monitor the sports field during the football season.

· To receive visitors, relay information, deal with enquiries efficiently and politely.

· To deal with requests for the hiring of equipment, to issue equipment and ensure that it is safe, clean and serviceable at all times.

· To ensure that the Sports Centre is kept clean and safe and arrange for any necessary maintenance work. Undertake remedial cleaning to ensure high standards of cleanliness in the gym.

· To be responsible for supervising all users of the Sports Centre and to ensure its safe and efficient operation at all times.

· To establish a smooth changeover between shifts, communicating all necessary information.

· To hold a First Aid Certificate and undergo any necessary training to renew the certificate when appropriate. Provide an initial First Aid service to all users of the Sports Centre and Sports Grounds, and maintain records of all accidents/incidents in accordance with legislation and College policy. To sign in to the first aid book in main reception when on shift weekday evenings.

· To contribute to initiatives to improve the service offered to all Sports Centre users, including participation in NESCOT promotional activities, including summer fairs and open days and other student initiatives.

· To coach Sports Facility users at an appropriate level according to qualifications and experience. This includes Personal training for the right candidate.

· To be responsible for supervising the Fitness Suite and undertake gym inductions, fitness testing, and fitness classes according to qualifications.

· To coach or supervise children’s sports parties.

· To work at any of the sports facilities for operational duties at sports centre / gym.

· Day to Day responsibilities as set out in the Site’s normal operation procedures and safety responsibilities as per the risk assessments.

· Litter pick and dispose of rubbish where appropriate on game days and ensure smooth running of facilities.

· Carry out such other duties as may be reasonably required within the grading of the post.

· To participate in and co-operate with own Performance Review and Staff Development Interview to ensure that job related targets are met.
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Personal Development:

	
· Participates in, and co-operates with, own Performance Review Interview to ensure that job-related targets are met and on going staff development in line with Nescot’s aims.
· To carry out Continuing Professional Development (CPD) relevant to the role, including subject or professional updates.
· Staff at Nescot are required to complete mandatory online training modules to ensure the highest standards of education and safety. This training covers (but not limited to) child protection, health and safety, first aid, fire safety, safeguarding, and data protection. Additionally, staff may be required to undertake training specific to their role. This ongoing professional development is essential for maintaining a positive and supportive environment.





	Equality and Diversity and Nescot Values:

	
· It is the responsibility of the post holder to promote equality and diversity, Nescot Enterprise values and recognition of diversity throughout Nescot Enterprises.
· To follow and adhere to Nestots Equality and Diversity policy at all times. 

· The post holder will undertake their duties in full accordance with Nescot Enterprises’ policies and procedures relating to equality and diversity and Nescot Enterprise values.
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	Safeguarding and PREVENT Responsibilities:

	
· It is the responsibility of the post holder to commit to safeguarding and promoting the welfare of students within the within NEL.

· The post holder will undertake their duties in full accordance with Nescot Enterprises’ policies and procedures relating to safeguarding, PREVENT and promoting the welfare of students.




	Additional Duties:

	
To undertake such additional duties as may be reasonably required commensurate with the level of responsibility within Nescot Enterprises at the initial place of work or any other of the College Group sites within the area.




	Health and Safety:

	
Under the Health & Safety at Work Act 1974, whilst at work, you must take reasonable care for your own health and safety and that of any other person who may be affected by your acts or omissions.  In addition, you must co-operate with Nescot Enterprises on health and safety and not interfere with, or misuse, anything provided for your health, safety or welfare.

Copies of Nescot Enterprises Health & Safety Policy are available on sharepoint
	Terms and Conditions of Nescot Enterprises Ltd:

	
· Please note that this is a post under Nescot Enterprises which has different terms and conditions to that of the College







	Annual Leave and Hours of Work:

	
· Full time hours of work are 37.5 hours per week, normally worked Monday – Friday 8.45 am – 5.15 pm.  Part time or casual hours will be as agreed.

· For full time staff annual leave is 25 days plus Bank Holidays plus 5 efficiency days taken at Christmas when the College is closed for 2 weeks.  Part time staff’s annual leave will be pro rata. Please note that it is expected that post holders will take their annual leave at times convenient to the department and its students, which will normally therefore be at times when students are not in College.

	Pension

	
· You have the right to join the NEST scheme and you will be automatically enrolled into the NEST Government Workplace Pension Scheme should you meet the required criteria of an eligible job holder. You may elect to opt out if you wish.



This job description is current as dated.  In consultation with the post holder it is liable to variation by the College to reflect actual, contemplated or proposed changes in or to the job.
UPDATED BY: Sports Centre Manager	Date: Sep 24

UPDATED BY:	HR	                        Date: Jul 2025


	


[image: K:\HumanResources\Nescot Enterprises\logos\Black and white logo.jpg]PLEASE CONTINUE FOR PERSON SPECIFICATION
























[image: K:\HumanResources\Nescot Enterprises\logos\Black and white logo.jpg]
	Person Specification – Casual Sports Centre Assistant 

	
	Essential
	How Identified*
	Desirable
	How Identified*

	Experience
	Woking with the public/customers
	A
	Working with young people

Working in a sport and recreation environment
	A/I




A/I

	Skills and Abilities
	Communication skills in order to deal with customer enquiries

Numeric skills sufficient to calculate fees and maintain financial records accurately

Organisation and administrative skills

Awareness of Health & safety issues in a Sports Centre

IT Level 2
	I




I/T




I



I


A
	Previous experience operating a till/cash handling 


	A/I







	Qualifications
	English and Maths GCSE
	A
	Emergency First aid at Work certificate 

Level 2 fitness instructor

Level 3 Personal trainer
	A/I


A/I


A/I

	Personal Qulaities
	Commitment to continuous professional development. 

Use of initiative to complete tasks in an effective manner 

Has awareness of equality and diversity and NEL Values which is promoted within your role
Commitment to safeguarding, PREVENT and promoting the welfare of learners 

The required health and physical capacity to carry out the relevant administrative activities, after NEL has made such adjustments as may be required under the disability provisions of the Equality Act 2010

Commitment to energy management and sustainability
	I






I



A/I



A/I







M










A/I
	
	

	KEY

	A = Application Form
	I = Interview
	O = Observed Teaching   Session
	T = Test
	M = Medical Questionnaire
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If you have any queries please do not hesitate to contact us on jobs@nescot.ac.uk





