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JOB DESCRIPTION
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	Job Title: Sports & Physical Activity Coordinator
	Present Grade:	5

	Department/College:	Students Union

	Directly responsible to:	 Sports Development Manager

	Supervisory responsibility for:	student staff

	Other contacts
		

	Internal: SU staff and officer teams, Student Sport Leaders (including JCRs, club execs, and other volunteers), relevant University staff (e.g. sports Centre, facilities management, college managers),


	External:  Sports Governing bodies and relevant staff in other SUs/ Institutions.


	Contract Type: 2 year fixed term 

	Major Duties:
Purpose of post: 	
To assist in exploring, developing and implementing programmes of recreational sport within the Lancaster University student community, and supporting recreational sports clubs affiliated to the Students Union.  

Duties and Responsibilities
To assist in the delivery of the Students’ Unions agreed sport participation projects, working closely to deliver recreational and college leagues and supporting wider recreational sporting activity.

Engagement
Work with students, Students’ Union staff and University Sports staff to help plan and facilitate a programme of recreational and college sport opportunities.
Support student sports leaders in considering recreational offers, and participating within agreed frameworks.
Engage with external stakeholders, networks and partners (both current and potential) in order to enhance recreational sport opportunities and offers within Lancaster.
To be a key contact for student engagement in recreational and college sport within the Campus community.

Implementation and delivery
Campus community sport programmes: Duties to include planning activities (including leagues and one off events), booking venues, creating and maintaining records and communicating with leaders, participants and other stakeholders, as directed by the Sports Development Manager.
Students Sports Clubs: support the engagement and empowerment of student leaders in considering how recreational level sport is delivered. This will include engaging with “competitive” clubs to look at how they offer recreational opportunities, and supporting non-competitive recreational clubs in their endeavours.

Administration
Assist in the monitoring and reporting of participation and levels of activity, in order to inform Sports Strategy and operational planning of recreational sport at Lancaster.
Maintain an up-to-date list of internal and external contacts relevant for college and recreational sport
Undertake administrative and office based organisational as required; 

Students union policies and standards
Understand the Unions constitution, policies and procedures, and ensure they are adhered to in your work.
Work to ensure that the Union is a safe, sustainable and fair organisation for our staff, students and others we engage with. This will include;
Safeguarding. Ensure understanding of the Unions Safeguarding procedures, and how they impact on and apply to your area of work. Ensure vigilance and consistency in recognising and reporting safeguarding concerns.
Data protection. Ensure that all data protection and information security policies and procedures are followed at all times.
Health and Safety policy and procedures. Ensure a thorough understanding of all relevant Health and Safety requirements within your area of work, including appropriate contributions to Risk Assessments, and adherence to Manual Handling arrangements. 
Equality, Diversity and Inclusion. Understand, uphold and champion the Union’s commitments to equality, diversity and inclusion in everything you do.
Sustainability policies and procedures. Understand, uphold and champion the Union’s policies and commitments to sustainability.

General responsibilities of Union staff. 
Undertake professional development, including annual performance and development review, and any other duties required by the Line Manager and/or Chief Executive Officer.
As a member of Students’ Union staff, behave in such a way as to reflect the values and objectives of the Union, modelling these for all students as appropriate, and effectively representing the organisation at all times. 
A flexible approach to work will be required as although the role is primarily daytime based it will likely include occasional unsociable hours.  
To undertake any other duties commensurate with the level and nature of the post and the goals of the Students’ Union, and follow Union policy to support the achievement of its wider mission and goals.
Notes
Some aspects of it may need to change according to organisational needs.
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