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TOLLYMORE





MANAGEMENT OF THE CENTRE
THE MANAGEMENT STRUCTURE
All TNOC staff are employees of the Sport NI.  The staffing Structure of TNOC and its relationship within the SNI is as follows:
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TNOC has a clear chain of responsibility for the day to day running of the Centre. The Centre Manager, Head of Canoeing, or Head of Mountaineering will be the ‘responsible person’ when they are on site. One of the above must always be contactable and be within a reasonable distance of TNOC during working hours to deal with any major incidents.  It is not permitted for all three of the above to be on leave at the same time, without prior agreement with a Director of SNI.  When there are no activity programmes in the Centre (excluding normal climbing wall opening hours), any other full time member of staff will act as the ‘responsible person’.

ROLES AND RESPONSIBILITIES OF STAFF
Centre Manager 

The Centre Manager is responsible to the Director of Participation in Sport NI.

The job purpose is to ensure the effective management of Tollymore as a Centre of Excellence for the sports of Mountaineering, Canoesport, Mountain Biking, Orienteering and other associated outdoor adventure sports.  In particular, the Manager is responsible for the effective forward planning of work programmes, the training and motivation of staff and the marketing of the Centre.

Responsibilities include:

· To ensure the effective management and promotion of TNOC operates within all relevant legal, good practice and Sport Northern Ireland administrative policies and procedures.

· To contribute to the formulation and implementation of Council policy on matters relating to sports development in the context of outdoor activities.

· To plan, co-ordinate, and implement Council work programmes relating to the development and delivery of training opportunities and programmes, associated resource materials and mechanisms associated with outdoor education and training, including the Mountain Leadership Scheme.

· To plan and ensure the delivery of high quality sports specific duties.

· To manage identified support staff and to monitor all income and expenditure relating to sports specific responsibilities.

· To meet corporate objectives and agreed performance indicators as established by the Sport Northern Ireland and within agreed guidelines.
More specific responsibilities include:
· To manage the day to day running of the Centre and to ensure an effective structure with which to meet the user needs on a Northern Ireland-wide basis.  This will include:  the recruitment, co-ordination, and management of all Centre staff, the preparation and implementation of an annual work programme, and the effective marketing of the Centre programme.

· The organisation of an on-going programme of in-service and continuing professional training for all staff based upon training needs analyses and a formal appraisal system.

· To ensure the effective marketing of the Centre via the annual production and dissemination of the Centre programme and the development of other promotional activities involving:

· the development and implementation of a comprehensive marketing plan,

· extensive contact and use of all forms of general and specialist media,

· the development and use of printed material with all relevant media forms,

· personal contact and presentation at strategic levels.

· To provide an advisory and developmental service to a range of Governing Bodies of Sport and other selected organisations within the broad area of outdoor activity and outdoor education.

· To provide a technical advisory service for such committees, advisory panels or working groups as may exist or be set up to assist the Council in the context of developing sport and safety in the outdoors.  (At the present time, these activities include acting as secretary to the Mountain Leader Training Northern Ireland and supervising the work of a Technical Officer servicing the Northern Ireland Mountain and Cave Rescue Co-ordinating Committee).

· To be responsible for special projects that may arise from time to time as part of the Council's work in the development of Tollymore as a national centre.

· To service the Northern Ireland Mountain Training Board and on behalf of the Board to be responsible for mountain leadership training and assessment.

· To ensure continued good relations with Tollymore's neighbours and landlords, including the continued stewardship of Altnadua Quarry, and the fostering of good relations with the forest service and individual forest wardens.

· Developing and delivering taught courses, including the content and curriculum for such agencies as NCVQ, schools, colleges, and Government departments.

Office Manager

The Office Manager is responsible to the Centre Manager.  The role holder is expected to provide full administrative support for the operation of Tollymore Mountain Centre.  The role holder is also expected to provide, and maintain, the essential effective and efficient financial functions for the Centre.

The objectives of the role are to:

· To design and implement financial and records keeping systems that are effective and efficient.  This includes systems to process all financial transactions, and ensuring that the financial security of monies dealt with by the Centre are protected;

· Manage daily staffing needs and resources for the Centre as required; 

· Manage the catering arrangements for the Centre; 

· Ensure audit recommendations Re the internal control measures are effectively and efficiently implemented and adhered to;

· Co-ordinate the practical day to day activities and operation of the Centre;

· Design, manage and ensure the smooth operation of all office systems, including the Centre’s financial databases, (recommending changes where appropriate)

Main Activities

· Line management and supervision of the work of the Centre Housekeeper – including managing her required hours of work as appropriate to meet the Centre requirements;

· Line Management of part time climbing wall attendants – ensuring that evening trainees follow procedures, such as those associated with receipting, and arranging cover as necessary;

· Arranging and managing staff cover for domestic work including rota and leave of climbing wall staff (also part time instructional workers)

· Design and implementation of financial accounting records, including requisition procedures and practices;

· Resource management Re a varied programme, e.g. staff availability, transport arrangements, cleaning times, equipment, catering, etc.

· Responsible for maintaining client orientated approach by all staff, and helping to balance the need to offer a quality service with expected financial intake, and providing a customer friendly environment.

· Preparation of publicity materials for visitors to the Centre, suggesting and providing marketing material for the Centre, such as display material;

· Taking responsibility for communications with customers email news, queries, telephone enquiries, information notices etc.;

· Organisation and client liaison of conferences, seminars, and self programmed groups;

· Supervision and maintenance of: the registration scheme for national awards in mountaineering, attendance recording at training courses, and qualifications – collating data and forwarding to central co-ordinator

· Organising travel for courses and centre manager, eg deciding on best means / method to transport staff, or course members

· Preparation of course materials

· Coordination of the introduction and development of all IT technology;

· Monitoring financial and audit procedures, ensuring guidelines are adhered to;

· Supervising the financial budget and monitoring procedures within the centre, ensuring requisitions for items remain within allocated budget;

· Calculation, receipt and lodgement of course fees, and wall and shop income;

· Preparation of invoices for courses and wall management fees

· Supervising and maintenance of all office files, computer records, including maintenance of office equipment inventory;

· Coordination of the introduction and development of any new IT procedures, and, where necessary, providing guidance to users on such databases;

· Providing detailed information to telephone callers / emailers, or in person to Centre visitors on courses or activities provided by the Centre (includes such details of whether they meet course requirements or details of the syllabus)

· General Office Duties (pending assistance from new office recruit): for example, WP, filing, sorting post, inventory updates, operating office equipment, updating P/T staff records, maintenance of records of courses and participants, issuing course details, completion of wage sets

Head of Canoeing, Tollymore Mountain Centre 

The Head of Canoeing is responsible to the Centre Manager

The job purpose is to ensure the effective delivery of a comprehensive range of Canoeing courses through the Tollymore Mountain Centre.  The postholder has a particular responsibility for the development and implementation of the Centre's systems of operation, and  to ensure safe practice in all water based aspects of the Centre programme.

The general responsibilities include:
· To ensure the auditing, testing, implementation, review, recording and reporting of all the Centre's systems of operation.

· To plan and ensure the delivery of high quality sports specific liaison duties.

· To ensure the effective planning and staffing of all Canoeing courses.

· To ensure the annual production of a Centre programme of taught courses that meets Sports Council for Northern Ireland's corporate objectives.

More specific responsibilities include:
· Development and delivery of taught courses, including the content and curriculum for such agencies as NCVQ, schools, colleges and Governing Bodies.

· Promoting, developing and delivering a comprehensive range of skills and leadership courses and providing courses for schools, colleges and further education institutions.

· The management of the Centre as a rostered duty manager, co-ordinating and allocating the use of all the Centre's facilities by both non-residents and residents and ensuring their safety, care and discipline.

· To develop materials in support of course syllabi and to maximise the input of all  staff to this process.

· To design and develop Canoeing courses for inclusion in an annual programme of courses.

· To keep under continuous review all aspects of the Centre's Canoeing programme with regard to safety and good practice.

· To keep under review, the staff handbook and Centre systems, and to recommend improvements on an ongoing basis.

· To provide an advisory and developmental service to a range of Governing Bodies of Sport and other selected organisations within the broad area of outdoor activity and outdoor education.

Head of Mountaineering 

The Head of Mountaineering is responsible to the Centre Manager

The job purpose is to ensure the effective delivery of a comprehensive range of Mountaineering courses through the Tollymore Mountain Centre.  The post holder has a particular responsibility to service the NI Mountain and Cave Rescue Co-ordinating Committee to ensure safe practice in all mountain related aspects of the Centre programme.  

The general responsibilities include:

· To make a contribution to the co-ordination and training of the Mountain and Cave Rescue Teams in Northern Ireland.



· To plan and ensure the delivery of high quality sports specific liaison duties.

· To ensure the effective planning and staffing of all Mountaineering courses.


· To contribute to the annual production of a Centre programme of taught courses that meets Sports Council for Northern Ireland's corporate objectives.

More specific responsibilities include:
· Development and delivery of taught courses, including the content and curriculum for such agencies as NCVQ, schools, colleges and Governing Bodies.

· Promoting, developing and delivering a comprehensive range of skills and leadership courses and providing courses for schools, colleges and further education institutions.

· The management of the Centre as a rostered duty manager, co-ordinating and allocating the use of all the Centre's facilities by both non-residents and residents and ensuring their safety, care and discipline.

· To develop materials in support of course syllabi and to maximise the input of all staff to this process.

· To design and develop Mountaineering courses for inclusion in an annual programme of courses.

· To keep under continuous review, all aspects of the Centre's Mountaineering programme with regard to safety and good practice. 

· To service the Mountain Rescue Co-ordinating Committee and undertake all necessary liaison and safety audit work with Northern Ireland's mountain rescue teams.

· To provide an advisory and developmental service to a range of Governing Bodies of Sport and other selected organisations within the broad area of outdoor activity and outdoor education.

Instructor, Tollymore Mountain Centre

The Instructor is responsible to the Centre Manager

The main function of this position is to complement the work of the full-time and part-time staff of Tollymore Mountain Centre.  The successful applicant will be expected to instruct on a variety of courses related to the Centre’s programme and to assist with the administration of the Centre.

General responsibilities of the Instructor includes:

· To assist in all areas of the centre’s work as required

· To contribute to the delivery and development of the Centre’s programme as appropriate

· To assist with the operation of the Centre’s systems and procedures.

· To be available to work on Centre related duties, outside normal working hours and / or remote from the Centre

Specific responsibilities include:

· To work as an instructor on relevant elements of the Centre’s programme..

· To work as course co-ordinator as required.

· To be responsible for the storage, maintenance and records of the Centre’s outdoor equipment and to update and operate systems as appropriate.

· To be responsible for the multi-activity elements of the Tollymore Mountain Centre programme, including course co-ordination, design and delivery.

· To take an active role in the Council’s Annual and Mid-Year Performance Review and participate in Development Meetings with the Line Manager including the identification of learning and development needs to meet agreed, identified objectives.

· To attend meetings, as required.

· To take an active role in the Council’s Investors in People initiative.

· Any other duties not inconsistent with the above that may be required by the Centre Manager from time to time.

Participant, Instructor Development Programme, Tollymore Mountain Centre

Participants on the IDP report to the Head of Mountaineering
The main function of this position is to provide a training opportunity for those in post.  Those in post will be expected to work as both assistant and duty instructors as directed by the full-time staff.

General responsibilities are as follows:
· To act as an assistant instructor/instructor as directed by the full-time staff.

· To liaise with all instructors working on courses to maintain the smooth running of the Centre.

· To deal with routine enquiries as appropriate e.g. late arrivals and dormitory allocation.

· To be responsible for the domestic security and roll call matters including fire drills.

· To engage in routine activities related to stock control and in particular to supervise the return of equipment following courses.

· To aid in the administration of the Centre.

· To be familiar with the Staff Handbook. 

· To assist instructors with the planning and preparation of materials for courses.

More specific responsibilities are as follows:
· To ensure that all arrivals receive a warm and courteous welcome to the Centre.

· To be responsible for the induction and supervision of groups arriving at the Centre.

· To introduce groups to their instructor in charge of the course.

· To deliver the Centre briefing as requested by the full-time staff.

· Where necessary to co-ordinate the application of the accident and emergency procedure.

· To brief all instructors working on courses during the weekend re the allocation of resources.

· To ensure the effective operation of the Centre.

· To deal as appropriate with all general enquiries, complaints or queries arising during the course.

· To ensure the physical security of the Centre and its resources.  In particular to ensure doors and windows are locked when groups leave.  

· To liaise with groups re late return and access to the building, and secure the equipment store and the drying room when not attended.

· To carry out the role of climbing wall attendant as required.

· To help with the set up, before, and tidy up after courses.

· To help keep course records as indicated in the Staff Handbook.

Casual Instructor, Tollymore Mountain Centre

Part-Time Instructors are responsible to the Centre Manager

Part-time instructors act as instructors within the Tollymore Mountain Centre programme and, in particular, to plan, organise and lead parties at all levels in the various disciplines relating to Canoeing, Mountaineering, Rock Climbing and other associated outdoor adventure sports.

General responsibilities are as follows:

· To act as instructor in charge of specified courses offered as part of the Tollymore programme.  This shall include:

· The planning, organisation and leading of courses at all levels.

· Ensuring compliance with Centre systems and procedures.

· Ensuring a satisfactory experience for all clients of the Centre
More specific responsibilities are as follows:
· To supervise the use of all Centre resources including:

· the issue, return and checking of all technical equipment;

· the reporting of damage as appropriate.

· To drive Centre vehicles as required.

· To assist in the general management of the Centre, including systems review, equipment audit and staff training.

· To act as a Duty Instructor as required.

· To take responsibility, where required, for the management and development of trainee instructors.

· To undertake other duties as agreed with relevant senior staff.

· To ensure that all arrivals receive a warm and courteous welcome to the Centre.

· To be responsible for the induction and supervision of groups arriving at the Centre.

· To introduce groups to their instructor in charge of the course.

· To deliver the Centre briefing as requested by the full-time staff.

· Where necessary to co-ordinate the application of the accident and emergency procedure.

· To brief all instructors working on courses during the weekend re the allocation of resources.

· To ensure the effective operation of the Centre.

· To deal as appropriate with all general enquiries, complaints or queries arising during the course.

· To ensure the physical security of the Centre and its resources.  In particular to ensure doors and windows are locked when groups leave.  To liaise with groups re late return and access to the building, and secure the equipment store and the drying room when not attending.

Maintenance Officer


The Maintenance Officer is responsible to the Centre Manager

The main function of this position is the care and maintenance of Centre equipment and buildings.

General responsibilities include:
· To be responsible for the repair and maintenance of all Centre equipment and materials.

· To maintain the Centre buildings and grounds in general.

Specific responsibilities include:
· To keep all equipment stored in an efficient manner.

· To carry out routine daily/weekly vehicle checks.

· To cover for the housekeeper regarding cleaning duties.

· To ensure compliance with statutory regulations in respect of vehicles, eg MOT and insurance.

· To undertake other duties as may be required by the Sports Council for Northern Ireland.

· To undertake stocktaking and recording as required.

Housekeeping Staff
The Housekeeper is responsible to the Administration Assistant

The purpose of this position is to maintain all areas of the Centre building in a clean, tidy and hygienic condition.

General responsibilities include:
· To carry out general cleaning in Centre offices, kitchen, toilets, showers, residential and common areas on an on-going basis.

· To be responsible for the laundering of bedding and carry out other washing duties.

Specific responsibilities include:

· To carry out a daily clean of toilets, kitchen, showers, reception area and common areas.

· To carry out a thorough weekly clean of the kitchen and toilets.

· To carry out a thorough monthly clean of all walls, surfaces and airing cupboards.

· To undertake any other cleaning duties as may be required by the Sports Council for Northern Ireland.

· To ensure food for staff is ordered and stored.

· To ensure cleaning materials are ordered and safely stored.

· To report Centre defects.

Climbing Wall Attendant

The Climbing Wall Attendants are responsible to the Office Manager

The purpose of this position is to facilitate the provision of services at Hotrock Climbing Wall at Tollymore Mountain Centre.  The successful applicant(s) will be responsible for ensuring that all systems, procedures, rules and regulations are implemented.  The position does not involve the instruction of rock climbing skills

General responsibilities include carrying out duties associated with attendant in charge of Hotrock Climbing Wall.  This shall include::
· ensuring that all wall users obey all rules and regulations;

· ensuring compliance with systems and procedures of the Climbing Wall and Tollymore Mountain Centre;

· ensuring that all clients are satisfied with services provided;

· co-operating with other staff working at the Centre regarding programmes and the availability of resources.

· ensuring that high standards of cleanliness and hygiene are maintained

· Serving tea, coffee and snacks to wall users as required.

· Supervising the use of all Climbing Wall resources including:

· issuing, return and checking of all technical equipment;

· reporting damage or loss as appropriate

· Assisting in the general management of the Climbing Wall, including systems review, equipment audit and staff training

· Dealing with enquiries from the public and other wall users

· Ensuring the Health & Safety and Welfare of all students using the facility

· Bringing to the attention of the Line Manager personal training and development needs to meet specific needs of the job

· Ensuring that all financial and stock control procedures are implemented, including:

· cashing up at the end of each session

· undertaking stock takes, as required

· Undertaking any other duties as agreed with the relevant full-time staff

JOB DESCRIPTIONS OF ALL OTHER STAFF ARE MAINTAINED BY THE HR DEPARTMENT IN SPORT NI
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