
 

 

 
 

 

JOB DESCRIPTION 

 

Position:  Sports Centre Apprentice 

 

Responsible to: Sports Centre Manager 

 

The Sports Centre Apprentice works within our Sports Centre. The hours of the role are 

spread across the week and include evening and weekend work. The College also has 

sports fields in Gunters Lane, Bexhill and the post holder will be required to work at that 

site if needed.  

 

The successful candidate will be expected to work in the Sports Centre during the 

evenings and weekends. These hours will be set at the start of the post however, 

flexibility will be needed.   

 

At certain times of the year, bookings may be reduced for example when we use the 

sports hall for College exams. During these periods, the post holder’s hours will be 

transferred to other work within the College or annual leave will be taken.  

 

The apprentice works under the guidance of the line manager. The job description below 

outlines the duties and responsibilities of the role, some of which will be developed as 

the role progresses.  

 

All apprentices are required to undertake the apprenticeship qualification.  

  

Main Duties and Responsibilities 

 

College Gym: 

 

 To undertake a daily check of the gym equipment and environment and report 

any issues to the Line Manager 

 To supervise users of the gym and ensure all equipment is used correctly 

 To ensure through checking of gym cards that only authorised users are 

accessing the gym 

 To clean and maintain the gym environment to a high standard 

 Once trained, carry out inductions as required and maintain a file of PRQ forms 

which must be updated for each user on an annual basis 

 

Gunters Lane: 

 

 To inspect and clean the playing surface before use – any concerns should be 

reported to the Line Manager 

 To ensure that all rubbish is cleaned from the pitches and pavilion, and then 

disposed of in the appropriate bins 

 To ensure that users of Gunters lane behave in accordance with the conditions 

laid out in the terms and conditions document 

 To ensure that the pavilion is locked and alarmed and that the front gate is 

locked after users have left 



 

3G Pitch: 

 

 To daily inspect all areas of the pitch and clean the area before use – any 

concerns should be reported to the Line Manager 

 To inspect the goals and fencing to ensure that environment is safe for use – 

any concerns should be reported to the Line Manager 

 To ensure all users and spectators adhere to the footwear and other 

requirements which are displayed in the Sports Centre and around the playing 

surface 

 To ensure users are not smoking on the 3G pitch 

 To ensure that payment for use of the facilities has been made prior to use and 

that all bookings have been signed 

 To ensure that the 3G pitch and surrounding area is cleaned after users have 

left and that all the bins are emptied and rubbish disposed of in the 

appropriate area 

 To check the pitch and surrounding area for any damage - any concerns should 

be reported to the Line Manager 

 

Sports Hall (including the Dance Studios, Climbing Wall, Hall, Tennis Courts and 

Storage areas): 

 

 To be the ‘front of house’ for the sports centre, welcoming users to the centre 

and providing a high quality reception service.  

 To take money from users and provide receipts as required – this will include 

exercise classes and gym users  

 To daily inspect the areas for damage and ensure that they are safe and clean 

before use - any concerns should be reported to the Line Manager 

 To ensure that all equipment that is to be used by users is safe and suitable for 

use - any concerns should be reported to the Line Manager 

 To ensure that all bookings are signed in and any payment is taken before use 

of the facilities 

 To ensure that the facilities are cleaned and all rubbish is removed and 

disposed of at the end of the shift 

 To ensure that the storage areas are kept clean, tidy and organised 

 To ensure that the climbing wall is only accessed by users who have completed 

the Users of the climbing wall document and are deemed safe to use the wall 

 

Other General Duties: 

 

 To daily check the voicemail and respond to any booking enquiries 

 To use the Sports Hall booking system to make bookings, ensuring that all 

potential users have completed a booking form and terms and conditions 

document 

 To ensure that the line manager is aware of any bookings and the relevant 

paperwork has been filed appropriately. 

 To ensure that all money is stored within the till during the shift 

 To bag up and check the money from the till against the booking sheet and 

receipts 

 To follow the required finance procedures with regards the security of any 

money taken during a shift  

 To sell refreshments as required from the sports centre office 

 To ensure that the Sports Centre office is clean and tidy and presents a 

positive first impression to all users 

 To ensure that all booking information and other documents (such as invoices) 

is stored securely in the office and is not visible to anyone 

 Act as a First Aider 

 Acting as a staff member for the Children’s parties as required 



 

 To ensure that the 3G pitch, tennis courts and Sports Centre are securely 

locked and alarmed upon completion of the shift 

 To ensure that the College gates are locked upon completion of the shift 

 

 

General: 

 

 Follow college policy in the management of Health and Safety in all aspects of 

work, including a pro-active approach to Risk Assessments for all duties. 

 Undertake regular appraisal and professional development to ensure proper 

delivery of these responsibilities. 

 Follow good practice and college policy in all aspects of the work and in the 

management of resources. 

 Undertake any reasonable task at the request of the Principal or designated 

Deputy. 

 

 

The job holder may be asked to undertake any other reasonable tasks which 

are requested by the Principal or designated Deputy. 

 

This job description can be amended and updated on a regular basis by 

management. 
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