
               
***** Job Vacancy***** 

 

Activate Assistant Sports Coordinator 

from October 2008 
13.5 hours/week 

 Term time only, 39 weeks per annum 
Tuesday: 17.00 – 21.00 

Thursday 16.30 – 21.30 

Friday: 17.00 – 21.30 
 

We are looking to recruit a reliable, hard working person 

to assist in the running of our community sports 

programme. 

 

Applicants must have excellent interpersonal skills, an 

interest in sport and an ability to use their own initiative. 

 
For an informal discussion or additional information please contact 

Jason Clancy (Tel. 720066). 

 

Please access the learning gateway for an application pack and 

refer to the job specification when completing the application. 

Applications must arrive by 12 noon on Friday 26 September. 

 

c/o Jason Clancy, Activate Sports Development Coordinator 

Eggbuckland Community College, Westcott Close, Eggbuckland, 

Plymouth PL6 5YB. 

 

 

 

Activate Community Sports Programme 



EGGBUCKLAND COMMUNITY COLLEGE 

 

COMMUNITY LEARNING 

 

JOB DESCRIPTION  

 

Job title:   Assistant Sports Co-ordinator (Activate Programme) 

 

Grading:   Scale 2 (Subject to Job Evaluation 

 

Hours per annum:  526.5  

 

Working Hours:  13.5 hours per week, 39 weeks per annum (within Plymouth LA 

    school terms) 

 

Responsible to:  Activate Sports Co-ordinator  

 

 

The following is only an outline of the duties and responsibilities of the post, which may change 

from time to time.  This job description may be altered from time to time following consultation 

with the post holder in line with the changing needs of the College.  This job description will be 

reviewed at least every two years.  In all its activities the College follows a policy of continuous 

improvement. 

 

The main duties of the post are as follows.  In all its activities, the post holder will not attempt to 

carry out tasks beyond his/her competence and/or training. 

 

The post-holder will: 

 

1. Deal with enquiries from members of the public on the Activate Programme and hire of 

College facilities and refer them where necessary to other colleagues. 

 

2. Receive and receipt all payments from members of the public as required. 

 

3. Maintain staff attendance records, pay claims and registers of adult education staff as 

required. 

 

4. Deputise for Activate Sports Co-ordinator in their absence and cover holidays and 

sickness. 

 

5. Setting up and removing sports equipment as required. 

 

6. Contribute to the planning and delivery of the programme under advice from the 

Activate Sports Co-ordinator, including responsibility for weekend opening as required, 

and developing adult community use. 

 

7. Assist in the running of the All Weather Pitch: 

 

 Unlock and lock the gate for each session of hire. 

 Ensure the all weather pitch is safe to use (eg: remove large stones and litter). 

 Be available to deal with any queries or concerns on the All Weather Pitch. 

 Assist with enquiries, and explain the booking process. 

 

8. Undertake a full First Aid qualification training course (4 days) and as a nominated 

First Aid Worker. 

 

9. Undertake tasks of a similar nature within the capacity of the post-holder, from time-

to-time. 

 

 



Eggbuckland Community College 

 

PERSON SPECIFICATION 

 

POST:  Activate Assistant Sports Coordinator 

 

GRADE: Scale 2 

 

 Essential Desirable 

EXPERIENCE AND JOB 

KNOWLEDGE 

 

 

 

 

 

 

 

 

 

 

 Awareness of health 

and safety issues 

within sport 

 Experience of 

dealing with 

customers/handling 

payments 

 

 

 

 

Level 1 or above 

Coaching Badges 

- 

Football 

Netball 

Any other sport 

 

 

JOB RELATED ABILITIES 

 

 

 

 

 

 

 

 

 Good ICT skills 

 Good organisational 

skills 

 Good interpersonal 

skills 

 Ability to work alone 

or within a team 

 Ability to engage 

with challenging 

students and to act 

as a role model 

 Flexible, adaptable 

and effective. 

 

 A wide range of 

sporting 

interests/skills. 

QUALIFICATIONS 

 

 

 

 

 Good basic education 

(5 GCSE’s A* to C, 

or equivalent) 

 

 

Own Transport may be 

an advantage to the 

applicant. 

 

The College is not accessible in all areas, to all disabled people but reasonable adjustments  

will be considered. 

 


