JOB DESCRIPTION


BURRINGBAR PARK FACILITY SUPERVISOR
REPORTS TO:
BRISBANE HOCKEY MANAGEMENT GROUP Inc.
The BRISBANE HOCKEY MANAGEMENT GROUP Inc. is an organisation formed to manage and operate the Burringbar Park Hockey Complex for use by the Brisbane Hockey community.   

The person in the position of Facility Supervisor will have responsibility to the BRISBANE HOCKEY MANAGEMENT GROUP Inc. for the operation of this sporting complex to a high standard to meet the needs of all users. 

PURPOSE
Supervise and organise the operation of the Burringbar Park Hockey Complex - fields, facilities and equipment to a high standard to ensure the complex meets or exceeds the expectations of all users.
REPORTING

The Facility Supervisor is responsible to BRISBANE HOCKEY MANAGEMENT GROUP Inc. 
WORKING ARRANGEMENTS
Flexible working arrangements are required to suit the operating hours of the centre including special events to meet the needs of users and BRISBANE HOCKEY MANAGEMENT GROUP Inc.
HOURS OF OPERATION

The hours required will be dependant on bookings and seasonal. The anticipated February to September work hours are:

Monday to Friday:
4.00pm to 10.30pm (30 hours)

Saturday: 

7.00am to 8.30pm (13 hours)

Sunday: 

7.00am to 8.30pm (13 hours)

POSITIONS

Are flexible and may be 1 Fulltime and 1 part-time position or multiple part-time/casual positions
 REMUNERATION 
Full Time: 38 hour Week: $32,000.00 pa + 9% Superannuation

Part Time: Minimum 15 hours per Week: $16.20 per hour + 9% Superannuation

Casual: $20.00 per hour + 9% Superannuation as applicable 
DUTIES
Artificial Turf Field Preparation and Maintenance
Manage operation of the artificial field to ensure that field is prepared for use by hirers and that

hirers comply with the Complex Users Manual.  This includes:
· opening and closing the centre to facilitate access and maintain security

· watering of fields to meet player safety and water conservation requirements
· placement and repair of goal nets
· ensure field and surrounds are clean and safe for use
· ensure the lighting for the playing field surrounding facilities is maintained to the required standard and use of lighting is managed to conserve power usage without diminishing the safe use of the field
· ensure that the public address, timing and scoreboard equipment is maintained and operational when the field is being used 

· ensure support services are available to users (e.g. ice for first aid is maintained and accessible)

Grass Fields


Manage operation of grass fields to ensure that the fields are maintained and prepared for use by hirers and that hirers comply with the Complex Users Manual.  This includes:

· opening and closing the centre to facilitate access and maintain security
· mowing, marking and watering of the fields (within water conservation requirements) to

· ensure the fields are well maintained suitable for grass hockey.
· placement and repair of goal nets
· ensure field and surrounds are clean and safe for use
· ensure the lighting for the grass fields is maintained to the required standard and use of 
lighting is managed to conserve power usage without diminishing the safe use of the fields

Customer Service
Provide a high level of service to customers and resolve any problems that arise.

Administration



Record and report usage of the complex and any issues and incidents that arise (e.g. accidents, damage, equipment malfunction)
Maintain booking and usage records to support the issue of accounts

Record advice of cancellation of bookings and provide prompt advice to BRISBANE HOCKEY MANAGEMENT GROUP Inc. to support maximisation of use of the complex.

Cleaning & Maintenance
Clean and maintain all Amenities (building, canteen, club area, toilets and change rooms),

Spectator Areas, Fields and surrounds  
Minor maintenance and repairs to ensure that the complex meets the needs of all users.  
Identify major repairs and maintenance requirements and report these to BRISBANE HOCKEY

MANAGEMENT GROUP Inc.

Manage the use of contractors and service providers engaged by BRISBANE HOCKEY MANAGEMENT GROUP Inc. to provide services to the complex.

Develop and implement a maintenance schedule for approval by BRISBANE HOCKEY MANAGEMENT GROUP Inc. to provide services to the complex.
Financial 

Assist with budget preparation; identify priority areas requiring expenditure; monitor expenditure against projected budgets; endorse invoices and payment requests to ensure costs incurred are in accordance with approved expenditures.

Planning

Coordinate the operation of the complex to meet the requirements of BRISBANE HOCKEY MANAGEMENT GROUP Inc. 
General

Attend meetings with BRISBANE HOCKEY MANAGEMENT GROUP Inc. as requested to report on the operations of the complex, identify areas for improvement for the operation of the Complex (including access and use policies) and assist with development of plans for the development of the complex.
Work cooperatively with volunteers from BRISBANE HOCKEY MANAGEMENT GROUP Inc. to assist with the operation of the complex.
Undertake the responsibilities of Community Liaison Officer on behalf of BRISBANE HOCKEY MANAGEMENT GROUP Inc.  Fulfil the Good Neighbour Processes required by Schedule 2 of the licence agreement with Brisbane City Council.
Key Performance Measures
Three major areas for assessment include:

· Fulfilling operation and maintenance requirements to the satisfaction of BRISBANE HOCKEY MANAGEMENT GROUP Inc. as measured by standard of complex, satisfaction of users and completion of planned activities

· Liaison and communication with users and BRISBANE HOCKEY MANAGEMENT GROUP Inc. and its volunteers.
· Participation with and support for BRISBANE HOCKEY MANAGEMENT GROUP Inc. in the management and improvement of the complex.
Skills & Qualifications
· Knowledge of appropriate software packages and systems

· Administrative skills and experience relevant to managing bookings, organising schedules and managing contractors and service providers.

· Ability to work as part of small team and individually

· Well developed oral and written communication skills including effective customer liaison
· Experience and ability in the maintenance of sporting facilities
· Ability to identify and manage priorities among a range of tasks

· Trade experience would be an advantage
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