
 
 

ASHFORD LEISURE TRUST 
 

JOB DESCRIPTION 

 
JOB TITLE:   Community Sports Coordinator 
 
SALARY: £7,687.68 per annum (£18,000 full-time equivalent) (with potential to 

earn additional income through overtime) 
 
HOURS: Average of 16hrs per week (52 weeks per year)   
 
SECTION:   Community Development Team 
 
RESPONSIBLE TO:  Julie Rose Stadium and Lakes Manager 
 
JOB SUMMARY:   
 
To implement, support and deliver a successful calendar of school games activities for Primary and 
Secondary Schools across the Ashford area. The post holder will ensure that competitions locally link 
to and support an emerging framework for competitive school sport at county, district and local level. 
 
The role will require significant partnership working with a range of agencies.  
 
DUTIES:  
 

 To ensure co-ordination and delivery of a calendar of school games local competitions in 
Ashford at Level 1 and Level 2 ensuring that these competitions lead into a regional and/or 
County finals. 
  

 To co-ordinate planning and delivery with fellow Kent school games organisers to ensure that 
there is effective organisation and delivery of a programme of inter – school competition, 
based on the national framework, as well as local priorities which link in with the school 
games.   

 

 Delivery of the annual Ashford Primary Schools Level 1 Virtual Challenges programme include 
creating and distributing KS1 and KS2 virtual challenges to schools, collating scores/data, 
publishing scores and distributing medals/certificates to best performers/schools.  
 

 To identify gaps in provision and work with NGBs, Sports Clubs, Schools, and other 
organisations to fill those gaps. And ensure that all school games sports are delivered in line 
with NGB competition calendars and formats. 
 

 Liaise with local secondary schools about hosting competitions and providing young sports 
leaders to assist with the delivery of school games events.  
 

 Organise regular competition update meetings for primary school staff and provide regular 
communication updates for primary schools. 
 

 Organise and deliver School Sport Organising crew training days for Primary Schools.  
 

 Co-ordinate CPD sport workshops for primary school staff. 
 

 Deliver as required gifted and talented workshops throughout the year to pupils from schools 
that have identified and paid for this as an additional package.  
 

 Attend as required meetings with various partner organisations including Kent School Games 



Organiser meetings.   
 

 Support with collating data and reporting on all Ashford Leisure Trust community development 
projects to relevant partner organisations and funding bodies. 
 

 To oversee social media and website promotions linked to ALT events and other programmes 
delivered by the Trust.  
 

 To co-ordinate a programme of schools coaching sessions and identify new schools to be 
added to the programme. 
 

 To support the programme and development manager with the co-ordination of the Trust’s 
summer sports camp programme at the Stour Centre and Julie Rose Stadium. 
 

 To deliver a range of additional sports events across Kent.    
 
GENERAL  
  

 To assist with the recruiting and training of new operational staff. 
 

 To carry out reviews and monitor staff performance. 
 

 To undertake other duties which may be reasonably allocated. 
 

 Undertake personal training; attend courses and seminars. 
 

 You will be required to contribute to your own training and development and to understand 
your role in Ashford Leisure Trust by attending personal development discussions.  Your 
Manager will assist you by maintaining a planned approach and agreeing your personal 
targets, which will reflect the needs of the business. 

 

 To establish, develop and maintain effective supervisory relationships with staff and the 
general public and to promote the centre, facilities and services whilst observing the customer 
charter practices at all times. 

 
 

OTHER 
CONDITIONS: 

The working week is one of 16 hours and the post holder will need to 
regard the hours of work as flexible according to the requirements of the 
service. The post holder may be required to work evenings, week-ends 
and bank holidays.  

Employees will be required to operate at any facility managed by 
Ashford Leisure Trust after receiving appropriate training. 

Rehabilitation of Offenders Act 1974 
This post may involve substantial opportunity for access to children. As 
such it is exempt from the Rehabilitation of Offenders Act 1974 and the 
post holder is required to obtain a Standard Disclosure from the 
Criminal Records Bureau. The post holder is also required to inform 
the HR department of any conviction received during his or her 
employment. 

Health and Safety 
All employees have responsibilities under The Health & Safety at Work 
Act 1974. These responsibilities are laid out in Ashford Leisure Trust’s 
Safety Policy, available in each Department. 

This job description intends to describe the principal purpose and main elements of the job. It is a 
guide to the nature and main duties of the job and is not intended as a wholly comprehensive or 
permanent schedule. The order in which duties and responsibilities are listed is not significant. 


