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We believe in
ourselves.
We believe in
each other.
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Welcome from
the Chief Executive Officer

Dear Candidate,
I am delighted that you are interested in joining our growing ‘Folio Active’ service and support
team who are responsible for looking after our school facilities during the evenings, weekends
and school holidays. Your role is pivotal in enhancing the opportunities and provision available
to all members of the local community.
Folio Active is a trading company within Folio Education Trust which is a Multi Academy Trust
(MAT) located in South London which has two secondary and two primary schools. Those staff
recruited to work with our Director of Sporting Operations as a Duty Manager and as Recreation
Assistants will be essential people within our new team, broadening the reach and provision of
sport and maximising the potential of our facilities, ensuring that our service provision is
something that make all users feel welcome and able to enjoy their experience.
Over the last 7 years, the Trust has been developing its plan to open Coombe Wood School in
South Croydon and now is the time to make sure this site makes best use of all that it has to
offer. Opening its doors in January 2021 to its three cohorts of school children, the building is
now being tested with regards community use and is looking to expand things from this Summer.
We are committed to the health, fitness and well-being of both our students and encouraging
participation from the wider community to benefit from our high quality facilities. We are therefore
seeking staff who can help us deliver the dream that people deserve the opportunity to develop
a healthy habit for life through visiting us.
If you are reliable, a self-starter and have the personal skills to support those who wish to
maximise the use of our wonderful facilities at Coombe Wood School, then this could be the job
for you. Working flexible hours, you could help be part of a team of people who enhance the life
chances of young people in the local area while they discover and reach their personal best in
creating a fitness habit for life.
Mr Jonathan Wilden
Chief Executive Officer
Folio Education Trust
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Role Overview

For our Duty Managers, a summary of responsibilities will include:
 Play a significant part in Folio Education Trust’s business support model,
providing an outstanding service to support the work of Folio’s Director of
Sporting Operations in delivering the Trust’s Community Use Agreement.
 Enable the development of Student Athletes and the Community Use
Agreement based at Coombe Wood School through giving members of the
public access during the evenings, weekends and school holidays.
 Working with external partners delivering high level sports coaching within
the facilities, giving them the support they need through opening and
operating the facilities, ensuring all relevant areas are available as required
and locking up safely at the end of the night.
 Responsible for continual evaluation of equipment and facilities to ensure
they meet our high expectations of Health & Safety.
 Monitoring the functionality, cleanliness and good working order of all
facilities during sessions making decisions where required to ensure that
activities can still happen should minor issues occur.
 Make challenging decisions when sessions cannot continue and ensure that
all users feel safe and secure in your support.
 Keep community users safe during their sessions being a point of contact in
the event of an accident, an evacuation or a lockdown.
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Facilities at Coombe Wood School
Over £35 million has been invested
in a purpose built, state-of-the-art
school funded by the ESFA, which
includes enhanced sport facilities
such as a competition standard
sports arena, floodlit outdoor netabll
courts, a gymnasium with tumble
pits and a full-size 3G artificial
floodlit football pitch, music and
performing arts facilites and sprung
floor studios for dance.
In addition to the sporting facilities,
Coombe Wood School aims to be a
centre for the creative and
performing arts, developing close links with other providers and performance venues
in the local area. We anticipate that our superb facilities will encourage local people to
participate in their chosen activity during evenings and at weekends, as well as creating
a hub for extra-curricular activities for other children and members of the community in
the local area.
Through service level agreements, we have established links with a number of
providers to ensure profressional level input into activites on offer to both school pupils
and community users alike. Currently these include:





Volenti Academy (Boys & Girls Football)
Luol Deng Foundation (Basketball)
Roundwood Netball Club (Netball)
Future Gymnastics (Gymnastics)
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Job Description – Duty Manager
Job Title

Duty Manager

Salary Range:

£21,000 - £25,000 depending on experience

Working pattern:

Full Time, 40 hours per week
Part time options available
Holiday periods & weekends - 8 hour shifts
7.30am–3.30pm or 3pm-11pm (subject to change)
Term time weekdays - 4pm-11pm
25 days’ holiday + Bank Holidays

Responsible to:

Director of Sporting Operations

Responsible for:

Recreational Assistant team

General Responsibilities
To utilise the facilities and assets at Coombe Wood School to run a well-managed CWS
Health Related Fitness (HRF) facility.
Act as the direct line manager on a daily basis for the operational team, including
performance management and developing the skills of the team, provide continuous
employee feedback through regular meetings and appraisals

The Duty Managers are to …
The primary goal is to work with little to no daily supervision but with clear guidance from
the Director of Sporting Operations (DSO) to deliver a high-quality operation and service
within CWS HRF Facility. The post holder will organise and prioritise their work and the
work of the Operational team within an established operating environment, guided by the
Director of Sporting Operations(s) and Chief Operating Officer (COO).
There may be seasonality within the role, which will require some flexibility in the
discharge of duties.
This job description is a newly devolved post and is subject to review and amendment
through annual negotiation as the role develops in scope.
Business Operations
The post holder will organise and prioritise their work and those of the team within an
established operating environment, guided by the DSO. They will have the latitude within
their daily work routine to organise and prioritise their own work, to ensure that key
deadlines and objectives are met. This will include successfully managing any conflicting
demands, possessing an awareness of the options available and being able to make
effective and appropriate decisions. The work will usually follow an established pattern,
with the option to refer to well-established processes and procedures as set out by the
department for guidance, when required.
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The post holder will act as an escalation point for their direct reports, where questions or
issues arise, which fall outside of the remit of their role, therefore the post holder must
possess a confident communication style in resolving on occasion difficult customer
situations. Resolution for these issues will usually be found through referring to their
previous experience of similar problems or through referring to departmental policies and
procedures. They are expected to use initiative and judgement to address and resolve
more complicated problems and issues, referring only the most complex, or those
outside of the remit of their role to the Director of Sporting Operations for
guidance/resolution.
The post holder is responsible for maintaining a safe environment within the CWS HRF
facility and expected to provide a high level of customer service. Therefore, it is vital for
the post holder to keep up to date with internal changes, programme activities and events
so that users always receive accurate information. The post holder is expected to answer
queries from customers and to solve problems that arise whilst providing a high quality
and professional service. They will act as an escalation point for customer issues and
ensure prompt resolution of operational complaints.
As part of a team, the post holder is responsible for maintaining a safe environment
within the HRF building and grounds by complying with the necessary Health and Safety
requirements and ensuring that users are aware of the guidelines in place.
Errors in judgement or failure to carry out a particular task could risk the personal safety
of those operating within CWS HRF facility, equipment being damaged and/or the
reputation of Folio Active/CWS HRF facility being affected.
Duty Manager will also take responsibility for opening and closing the CWS HRF
facilities.
The post holder has line management responsibility for a team of Recreation Assistants
and will be involved in all aspects of management, including training, completing staff
appraisals and ensuring qualifications are kept updated.
The post holder may, on occasion be expected to deputise for some aspects of the
Director of Sporting Operations post in their absence.
Although the post holder does not hold any budgetary responsibility, they are responsible
for assisting the DSO and COO in achieving operational KPIs and budget targets. This
post also impacts across the CWS HRF facility.

7 | Folio Active Duty Manager | Information Pack for Candidates

CWS Facility Operations
Work with the Folio DSO, the Folio COO and the Folio Director of Estate Management
to ensure CWS facilities and assets linked to the CWS HRF business model are fully
operational i.e. Staffing, NOP’s, Risk Assessments, Safeguarding, Facility Booking, Safe
Access etc.
Enable an adequate maintenance schedule within the CWS HRF facility that fully
supports the usage schedule.
Assist in the development of a strategy for the future development of the CWS site with
regards HRF activity, including opportunities to attract capital funding to support such
developments.
Sporting Operations
Help deliver the Service Level Agreements (SLA’s) with a variety of providers to meet
the needs and expectations of the Community Use Agreement. Providers to initially
include (but not limited to):
Volenti Academy (Boys & Girls Football)
Luol Deng Foundation (Basketball)
Roundwood Netball Club (Netball)
Future Gymnastics (Gymnastics)
Crystal Palace FC Women’s Junior (Girls Football)
Greenacres Netball League (Netball)
Folio Fitness providers – TBC
Folio Active Events – various providers TBC
Develop and maintain working relationships as detailed by the relevant SLA’s, providing
appropriate facility support to all providers.
Line Management
The Director of Sporting Operations leads the line management of all those individuals
recruited to run the facilities and assets at Coombe Wood School as part of the
Community Use Agreement, which is signed, by Folio Education Trust, Sport England
and Croydon Council.
Recreational Staff are line managed by the Duty Manager.
Health & Safety
Help the DSO secure and deliver appropriate advice on all Health & Safety matters linked
to the CWS HRF facilities.
Secure effective arrangements for the monitoring and audit of Health and Safety matters
linked to the Folio Active business model
Comply with the requirements of the Health & Safety at Work regulations. To take
reasonable care of the Health & Safety of all employees linked to the CWS HRF model.
Ensure that the Health & Safety responsibilities are carried out.
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Ensure correct staff supervision numbers as required to ensure safety of operational
activities and provide leadership and guidance to the Recreational Team.
Effective Day-to-Day Management
Be aware of and comply with policies and procedures relating to child protection, equal
opportunities, confidentiality and data protection (GDPR), reporting all concerns to an
appropriate person.
Maintain high quality working relationships with staff, students and parents/carers that
contribute to creating a productive and happy working environment.
The post holder will be expected to carry out all duties in the context of and in compliance
with all Trust’s policies and procedures and in compliance with our Equal Opportunities
Policies and Code of Conduct.
Other Duties
 Participate in training and other learning activities as required.
 Attend and participate in meetings as required.
 Perform all other reasonable requests as required within the grading of your post.
 Respect confidentiality at all times.
The duties described in the job description may vary or be amended from time to time
without changing the level of responsibility associated with the post. It will be reviewed
regularly and may be subject to modification or amendment at any time after consultation
with the post holder.
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Person Specification – Duty Manager

Qualifications

Experiences

Knowledge
and Skills

 Educated to GCSE level (numeracy and literacy) or equivalent
Essential
vocational qualifications OR relevant previous experience in the
workplace.
Essential
 First Aid certification
Desirable
 Recognised qualifications in facility operations and Health & Safety
(NVQ level 3 or equivalent)
Desirable
 Sports coaching or fitness industry qualification
Desirable
 Previous supervisory experience.
 Experience of working in a multi-sport/activity environment
 Experience of dealing with customers and their queries and demonstrate tact and
diplomacy
 Experience of working with a range of external sports providers to achieve business
aims for both parties.
 Excellent literacy, numeracy and ICT skills
 The ability to deliver outstanding levels of customer service across a diverse range
of users
 Excellent leadership skills and the ability to inspire colleagues, peers and teams
 Strong organisational and administrative skills
 Achieving budgetary targets and KPI’s
 Knowledge of Health and Safety legislation particularly in relation to the leisure
industry
 Knowledge of facility management linked to sport and physical activity
 The ability and motivation to review and improve practice continuously
 Understanding and appreciation for working in a school context and how the role
contributes to safeguarding and positive outcomes for pupils
 Excellent communication skills
 The ability to act as an ambassador for the CWS HRF Model

Personal
Qualities and
Attributes

 Energy, drive, commitment and enthusiasm
 Well organised and able to prioritise and adapt quickly to change
 Earn respect and demonstrate appropriate levels of authority whilst being an
excellent role model.
 Strong team player with equal ability to work independently
 The capacity to work well under pressure, remain calm and to cope with the
unexpected
 Reliable, discreet, honest and trustworthy
 A willingness to commit to the Trust’s vision and to ‘go the extra mile’ in order to
achieve it
 Ability to draw upon a range of communication and personal skills
 Evidence of a commitment to your own professional development
 A commitment to equal opportunities
 A commitment to safeguarding and promoting the welfare of children

Special

 Capacity to work on a flexible basis and during unsocial (early/late) hours
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How to Apply

Please complete the Trust’s application form – available for download at
https://www.folioactive.uk/career-opportunities
and should be submitted to hradmin@folioactive.uk
In compliance with Safer Recruitment Guidelines CVs will not be accepted.
Closing date: As advertised
Interviews:

As advertised

Shortlisted candidates will be contacted with details of the interview process. If you have
not heard from us within two weeks of the closing date, please assume your application
has been unsuccessful.
Safer Recruitment
Folio Education Trust is an equal opportunities employer and welcomes applications from
all sectors of the community. We are committed to protecting our students and staff
and therefore have a rigorous recruitment process which includes assessing candidates’
suitability to work with children. All staff will be required to hold an enhanced DBS
Disclosure.
Equal Opportunities
At Folio Education Trust we believe that all individuals are of equal value and we are
committed to equal opportunities for all. All people who work and study in the school
have the right to be respected and valued within a safe and secure environment and
not to be discriminated against on the grounds of age, class, sex, race, disability, sexual
orientation and religion or belief.
The Candidate Privacy Notice can be viewed on the website at:
http://www.folio-education.co.uk/Current-Employment-Opportunities
The schools within Folio Education Trust and any subsidiaries are committed to
safeguarding and promoting the welfare of children and young people and expects all
staff and volunteers to share this commitment.
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