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Job Description: Professional Service Positions

	Faculty/Department:
	Estates and Facilities Management

	Job Title:
	Intramural Sport Coordinator 

	Department/Subject:
	Sport Swansea (Estates) 

	Salary:
	Grade 5 Points 16-20
£22,847 - £25,627 per annum together with USS Pension benefits, if required

	Hours of work:
	35 hours a week

	Number of positions:
	1

	Contract:
	Permanent 

	Location:
	Singleton and Bay Campuses



	Introduction
	Swansea University is an active University with a passion for sport. We believe that sport and active lifestyles are central to the overall success of our university by supporting students, staff, and wider community to thrive and flourish in their academic, social, and professional lives.
Our vision is to transform lives and futures through sport and physical activity. We are committed to providing our students and staff with sector leading sports and activity experiences that are accessible and inclusive. We contribute towards the health and well-being of our students, staff, and the wider community by leading, enabling, and enriching community sport. 
Swansea University is working towards being recognised as the most active and successful sporting university in Wales through our vision, programmes, and people, partnering nationally and internationally to deliver our sporting vision.

	Background information 
	Swansea University has a ‘sport for all’ ethos that runs through our current 2020-23 Sport Swansea: Active University Strategy, which operates across three core pillars:
· Inspire – High Performance 
· Aspire – Recreational / Competitive 
· Engage - Introductory 

This role will focus on the Aspire pillar of the strategy which aims to maximise opportunities for students and staff to participate in high quality sports programmes whilst promoting personal and sporting development. The role will specifically work with students and staff interested in regular sports activity.

	Main Purpose of Post

	1. To support the creation and delivery of a regular programme of intramural activity for students and staff at the university that includes but is not limited to:
· Social Leagues 
· Tournaments 
· Festivals & events 
2. To coordinate and develop a sustainable work force of coaches, referees, administrators, and volunteers to support the delivery of intramural activity. 
3. To review, report and support the growth and development of all intramural activity and associated engagement that aligns to the university’s strategic aims and objectives. 
4. To undertake the necessary administration to deliver all associated intramural activity.
5. Work across departments within the university to maximise engagement with students and staff.    
6. To successfully celebrate, promote, campaign and drive engagement. 
7. To deliver the highest standards of participant satisfaction.

	General Duties
	The post holder will:
The post holder will deliver in the following areas:

Participation and Delivery
1. Support the planning, delivery, and development of all intramural activity (Leagues, Tournaments, Festivals & Events). 
2. Deliver a holistic menu of intramural sport that meets the needs and wants of the student and staff body at the university.  
3. To coordinate and deliver the required systems, structures and processes required to service all intramural activity. 
4. Ensure comprehensive governance systems and processes are in place to support effective operations and risk management. 
5. To coordinate and support a workforce that both empowers and develops the student and staff body, enabling intramural activity to sustainably operate through an internal staff resource. 
6. Ensure that all intramural activity operates within its financial means. 
7. Book facilities / venues for all intramural activity, inclusive of ssourcing new / non-conventional venues to deliver sessions.
8. Audit and monitor equipment, ensuring that the programme has the right equipment to meet activity needs, ensuring that it is safe, and in good working order.
9. Support university community sporting/holiday camps, deploying student coaches and officials into these camps and the community.

Promote and Share
1. Use student and staff communication channels, including social media, to promote activities and share success stories.
2. To celebrate and promote all intramural activity, key successes, and its participants. 

Data and Insights
1. Collect and analyse data and feedback from participants to get a clear understanding of participant satisfaction levels to help the programme(s) develop. 
2. Facilitate focus groups and surveys with participants to gather insights into behaviours, habits, interests, and barriers that impact intramural activity. 

Engage and Collaborate
1. Respond to student enquiries.
2. Facilitate Student/Staff Activators to coordinate the successful running of intramural activity. 
3. Facilitate Advisory Groups, so that the voice of students informs the development of the programmes.
4. Work with key university networks to ensure that the programme is maximising its engagement with participants. 
5. Work with the Sport Swansea staff to ensure that activities complement each other and the pathway for participation is connected. 
6. Working with National Governing Bodies (NGB’s) and other key stakeholders to support the effective growth and delivery of all intramural activity.
7. Support the planning, delivery, and evaluation of all intramural recruitment events, inclusive of Freshers and University open days.  
8. To build strong communities across the intramural network. 
9. Ensure that retention rates within all intramural activity are high. 
University Practice 
1. To fully engage with the University’s Performance Enabling and Welsh language policies
2. To promote equality and diversity in working practices and to maintain positive working relationships.
3. To lead on the continual improvement of health and safety performance through a good understanding of the risk profile and the development of a positive health and safety culture. 
4. Any other duties as directed by the Head of Faculty / Department, or their nominated representative expected within the grade definition.
5. To ensure that risk management is an integral part of your day-to-day activities to ensure working practices are compliant with the University's Risk Management Policy. 

	Professional Services Values
	All Professional Services areas at Swansea University operate to a defined set of Core Values - Professional Services Values and it is an expectation that everyone is able to demonstrate a commitment to these values from the point of application through to the day to day delivery of their roles. Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have. 
We are Professional
We take pride in applying our knowledge, skills, creativity, integrity and judgement to deliver innovative, effective, efficient services and solutions of excellent quality

We Work Together         
We take pride in working in a proactive, collaborative environment of equality, trust, respect, co-operation and challenge to deliver services that strive to exceed the needs and expectations of customers.
We Care
We take responsibility for listening, understanding and responding flexibly to our students, colleagues, external partners and the public so that every contact they have with us is a personalised and positive experience.
Commitment to our values at Swansea University supports us in promoting equality and valuing diversity to utilise all the talent that we have.


	
Person Specification

	Essential Criteria:
Values:
1. Demonstrable evidence of taking pride in delivering professional services and solutions
2. Ability to work together in an environment of equality, trust and respect to deliver services that strive to exceed the needs and expectations of customers
3. Demonstrable evidence of providing a caring approach to all of your customers ensuring a personalised and positive experience.
Qualification:
1. Sound basic education to school leaving age at Comprehensive / Grammar School / Technical College.
Experience:
1. Experience and understanding of delivering and coordinating sports programmes, leagues and/or tournaments. 
2. Experience of planning, organising, and delivering activity programmes to a diverse audience.
3. A good understanding and experience of using a range of data collection methods (qualitative and quantitative).
4. Excellent organisational skills, the ability to manage a variety of tasks simultaneously.
5. Experience of using social media platforms and understand how to best utilise these to interact with students.
6. Proven experience of continual professional development, taking personal responsibility for seeking and acting on feedback to learn and develop as a professional.
Knowledge and Skills:
1. Excellent Communication Skills – Written and Oral.
2. Strong inter-personal skills, with the ability to develop effective relationships with all levels of staff.
3. Experience of IT skills using Microsoft word, excel and bespoke software packages.
4. Excellent time management skills.
5. Excellent organisational skills and proven ability to work to set deadlines.
6. Proven ability to work alone using initiative and as part of a team.
7. Ability to complete necessary paperwork, record keeping and report writing, etc.
8. Flexible and professional approach to work.
Welsh Language: (Delete as applicable)
Level 1 – ‘a little’ (you do not need to be able to speak any Welsh to apply for this role)
e.g. pronounce Welsh words, place names, department names. Able to answer the phone in Welsh (good morning / afternoon). Able to use of learn very basic every-day words and phrases (thank you, please, excuse me). Level 1 can be reached by completing a one-hour training course.

For more information about the Welsh Language Levels please refer to the Welsh Language Skills Assessment web page, which is available here.

Other:
1. Able to work evenings and weekends.
2. Passionate about being physically active and wanting to get others active.
Desirable Criteria:
1. Degree level and/or ‘A’ Level qualification or equivalent in a sport/recreation/leisure discipline.
2. Working towards or already obtained an undergraduate degree. 
3. NGB recognised coaching and officiating qualifications. 
4. Prior experience of working in an educational setting, with students and professional staff
5. First Aid Qualification (or willingness to undertake)
6. Mental Health First Aid Qualification
7. Ability to communicate in Welsh
8. Understanding of Swansea University and the local Community

	Additional Information
	Informal enquiries: please contact Sports Swansea Manager Sadie Mellalieu: s.i.mellalieu@swansea.ac.uk / 01792 295704
Shortlisting Date: XXX
Interview Date: XXX

The successful candidate will be subject to a thorough due diligence process. 

A satisfactory DBS certificate must be provided before a start date can be confirmed
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