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	JOB TITLE:
	Marina Manager Springfield Marina 

	JOB TITLE No.
	
	POST No.
	100745 

	GRADE:
	PO8 – PO13
	SCP RANGE:
	34 - 42

	SECTION:
	Marinas
	DIRECTORATE:
	Parklands

	POST LOCATION:
	Springfield Marina



	DBS REQUIREMENT:
	  Yes
	DBS LEVEL:
	Basic



	ACCOMMODATION:
	SOA – Service Occupancy Agreement. To live on site in the Bungalow as part of the requirement of the job – see appendix for details of duties 



	DRIVER’S LICENCE & BUSINESS USE INSURANCE REQUIREMENTS:
	Full Driving Licence 
Business use Insurance

	CAR ALLOWANCE:
	Casual user car 

	BUDGET LEVEL:
	3



	REPORTING TO:
	Corporate Director
	POST No.
	100669

	RESPONSIBLE FOR:
	Assistant Marina Manager
Marina Engineers

	POST No.
	100811
100688




	POLITICALLY RESTRICTED POSTS:
	No



	PURPOSE OF ROLE

	To manage and develop the business of the Marina in line with the Authority Business Plan, keeping abreast of trends, changes and competition within the Marina industry and meeting objectives set within the business plan.
Ensure the Marina is run efficiently, effectively and safely in accordance with the policies and procedures of the Lee Valley Regional Park Authority.
To ensure the effective, efficient and safe operation of the Marina Facilities and achieve agreed targets and objectives. developing the facilities and standards of the Marina in line with the operational needs, health & safety, maintenance, equipment and grounds maintenance.
Ensure that financial targets are met and that the Marina is financialy viable with a view to increasing income across all areas of the business.
To seek to maximise berthing occupancy and profitability for all annual, monthly and visiting berth holders ensuring the delivery of high-quality customer care and service.





	KEY RESPONSIBILITIES AND DUTIES

	PEOPLE RESPONSIBILITIES (EXTERNAL – INCLUDING MEMBERS)

	· To maintain the Marina infrastructure, site areas, moorings, pontoons, buildings, workshops, plant and equipment.
· To ensure delivery of a first-class level of customer service.
· To ensure delivery of agreed standards and service levels in all areas.
· To respond to and resolve sensitive, difficult or confidential issues as they relate to all external contractors, partnerships, the general public and the facility in all aspects.
· To manage contractors on site.
· To manage performance of contracts.
· To let the Marina work in partnership with the Environment Agency and the Canal and River Trust to ensure operations meet national standards.
· To develop positive working relationships with corporate departments and other Authority facilities.
· To lead, organise, co-ordinate and promote services, activities and events within Marina facilities and grounds.
· To lead on all visits and tours within the facilities and ground both internally and externally.
· Where applicable, to work closely with external partners to develop objectives linked to funding.
· To develop relationships and lead customer focus groups.
·  To lead, organise, co-ordinate works onto customers vessels and equipment.
· To plan and schedule repairs, transport and cranage of customers vessels.
· Actively work with the British Marine Society in regards to indusrty best practice and advice.

	PEOPLE RESPONSIBILITIES (INTERNAL – INCLUDING CONTRACTORS & VOLUNTEERS)

	· To be responsible for all aspects of the Marina, including staffing, program implementation, procedures.
· To be responsible for the Assistant Marina Manager, Engineers and Apprentices.
· To ensure development and implementation of the Normal Operations Procedures (NOP).
· To produce, implement and review the 5-year facility business plan in line with corporate objectives.
· To ensure maintenance of the facility, its built and site areas end its plant and equipment.
· To agree work plans with Marina employees.
· To evaluate all Marina Management and employees in a planned appraisal process, to manage the performance of Marina employees and implement disciplinary and capability procedures if necessary.
· To respond to and resolve sensitive, difficult or confidential issues as they relate to all Marina employees, internal contractors and the Marina in all aspects.
· To ensure that all Marina employees have a training matrix and that appropriate training and development is completed both internally and externally.
· To work with senior managers in all departments throughout the Authority.
· To work in partnership with corporate departments on specific projects.
· To act as key holder and to respond to emergency/security call-outs to the Marina at any time outside normal working hours.

	FINANCIAL RESPONSIBILITIES 

	· Develop and deliver strategies to maximise mooring & rechargeable incomes, maximising income opportunities delivering a consistent and excellent customer experience.
· To prepare the Marina budget and adjoining plans to help deliver the budget.
· Provide monthly Management Reports to Finance on the performance of the budget and provide projected returns for the financial year.
· To manage performance against the agreed budget.
· To develop the Marina, workshop and other activities to maximum usage and income, including preparation of advertising literature and advertising copy for boat sales, tendering, transport etc. as necessary.
· To guide Marina Staff on fees & charges, procurement, budget management, cash handling etc. and escalating issues to the Finance Department if appropriate.
· To authorise orders using the Authority’s Electronic Finance (EFIN) system and maintain an effective credit control.
· To receive and process payments in cash, by cheque and electronically (using the Electronic Point of Sale system), including reconciling the till on a daily basis.
· To plan, book, schedule rechargeable work, including craning, contractor work and repairs.
· To keep accurate stock of supplies, including chandlery, office, workshop materials and engineering equipment.

	OTHER RESOURCES RESPONSIBILITIES 

	· To deputise for other Marina managers as and when required.
· Be responsible for the maintenance and control of the Marina infrastructure, site areas, moorings, pontoons, buildings, workshops, plant and equipment.
· To maintain records for the implementation of the Lee Valley Management system that are applicable to the Marina and to produce site-specific procedures in relation to operations, Health & Safety, Fire Regulations, COSHH, Hazardous waste, Environmental Incidents etc. together with staffing issues.
· Act as Designated Safeguarding Officer for Springfield Marina.

	GENERAL
· The above duties may be varied.
· Carry out all duties with regard to relevant legislation and the Authority’s policies and procedures including:-
· The Authority’s Health & Safety Policy
· The Authority’s Standing Orders and Financial Regulations
· The Authority’s Equality, Diversity and Inclusion Policy 
· The Authority’s Environmental protocols and related policies
· The Authority’s Data Protection protocols and related policies




KEY CONTACTS

	INTERNAL CONTACTS / PURPOSE
	EXTERNAL CONTACTS / PURPOSE

	· Corporate Director as direct manager.
· Marina employees to provide guidance and ensure execution of day-to-day operations.
· Other Authority Management and employees as collegue for advice.
· Internal contractors as temporary Marina employees.
	· External Partners (Canal and River Trust, Environment Agency) to align the Marina with national standards.
· External contractors and suppliers as client.





	[bookmark: keycomp][bookmark: Text96]STANDARD KEY COMPETENCIES FOR MANAGERS     

	· 1-2-1 meetings with direct reports are undertaken at least at 6 weekly intervals (noted)
· Appraisals are conducted in line with Authority policy and procedures
· Sickness levels are monitored and reduced year on year.  Return to work interviews conducted and noted 
· Compliance with all corporate policies and procedures
· Section budgets achieved in line with business plans; compliance with corporate requirements



The Authority has the right to amend the job description in consultation with the post-holder to reflect changes in or to the job.

It should be noted that the above list of principal duties and responsibilities is not necessarily a complete statement of the duties of the post. It is intended to give an overall view of the position and should be taken as guidance only. Additional duties may be required from time-to-time that are not identified above and shall be appropriate to the nature, grade and demands of the job as described. The Job Description is current as at the date shown below. In consultation with the post-holder, it is liable to variation by management to reflect or anticipate changes in the job.

The Authority has a policy of working with volunteers to enhance the service we provide, part of your duties may at times involved working with or supervising volunteers as part of your normal working duties. Full training is available on working with volunteers from the HR team and through e-learning modules.


Sign off for Job Description and Person Specification

	Job Description/Person Specification
	Post Title
	Date signed off

	JD/PS Prepared by line manager
	n/a
	n/a

	JD/PS Agreed by second line manager
	Head of IT & Business Support
	15/04/26

	JD/PS Agreed by HOS/AD by
	Corporate Director
	15/04/26
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PERSON SPECIFICATION 

	JOB TITLE:
	Marina Manager

	JOB TITLE No.
	
	POST No.
	100745



	KNOWLEDGE AND SKILLS 

	ESSENTIAL
	DESIRABLE

	Experience 
	Experience 

	· Experience in a similar role, working at a senior level.
· Experience of developing, motivating and empowering a team to deliver outstanding levels of customer service within the leisure sector.
· Knowledge of boatyard operations
· Experience or qualification in the preparation of budgets, business trends, estimatinig rechargeable work, profit margins etc.
· Experience in decision making and problem-solving ability, under pressure, with the ability to proactively plan and prioritise workload
· Proven experience or working in a multi-cultural or multi-ethnic environament.
· Experience of using computerised booking systems.
	· Experience of working in a public sector organisation.
· Experience of profit and loss responsibility.
· Knowledge of marina and lock operations

	Knowledge 
	Knowledge 

	· Working knowledge of national legislation that could affect the Marina.
· Working knowledge of Health & Safety legislation.
· Practical knowledge of risk management practice.
· Experience in order to produce facility business plans, performance reports, customer correspondence, agreements and licences, estimate and work schedules.
· Practical knowledge of effective and efficient operational management practices at ILM course level or equivalent in experience and or qualification.

	· Working knowledge of mechanical, plumbing, electrical systems and all related marine ancilleries aboard vessels.
· Working knowledge of equipment related to electrical engineering, mechanical engineering, metal working, shipwrighting and woodworking.


	
Qualification 
	
Qualification 

	· Computer literate at GCSE level or equivalent
· Literate & Numerate at GCSE level or equivalent 
· Management Diploma at ILM course level or equivalent
· IOSH Managing Safely
· First Aid at Work

	· Gas Safe Certificate
· Boat safety Examiner
· Slinger Signaller certified
· Tractor Driving Certified
· Helmsman Certified
· An RYA Powerboat Level 2 or similar qualification
· B.M.F. Marina Managers qualification


	Problem Solving / Decision Making
+ Mental Skills 
	Problem Solving / Decision Making 
+ Mental Skills 

	· Demonstrable experience of effectively dealing with complex, sensitive and varied customer demands.
· Verifiable experience of resolving fund allocation and budgetary issues.
· Demonstrable experience of effectively dealing with sensitive and confidential issues.
· Verifiable experience of teamwork.
· Ability to take responsibility and accountability for own actions.
· Ability to delegate work and manage results.
	

	Communication 
	Communication 

	· Experience of communication with all stakeholders both internal and external
· Evidence of experience of maintaining an open and ecouraging attitude to staff and customers.
· Demonstrable experience of maintaining open communications with a focus on results.
· Demonstrable ability to advise managers elsewhere in an organisation on relevant matters.
· Verifiable ability to negotiate for results.
· Demonstrable ability to present complex subject matter intelligibly to a wide variety of audiences.
· Ability to act conciliatory and be results focused in disputes.
· Ability to be open to opinions of others
	


	Physical skills 
	Physical skills 

	· Proven ability to work a keyboard with dexterity and precision for several hours at a time.
· Proven ability to drive a car responsibly and safely.  
· Ability to handle workshop machinery with confidence.         
· Demonstrable boat handling and navigation skills.
	· Ability to swim



	EFFORT AND DEMANDS

	ESSENTIAL
	DESIRABLE

	Mental demands 
	Mental demands 

	· Ability to prioritise conficting demands on a daily basis.
· Ability to focus on an issue at hand in a distracting environment on a daily basis.
· Verifiable accuracy in checking, reporting and completion of administrative tasks
	


	Physical demands 
	Physical demands 

	· Ability to work long periods with a computer.
· Ability to handle goods with the help of various mechanical aids on a weekly basis.
· Evident ability to work in confined and physically awkward positions.
	

	Emotional demands 
	Emotional demands 

	· Ability to resolve conflicts decisively.
	

	Work Environment 
	Work Environment 

	· Evident ability to work in office, workshop and outdoors environments in equal measure.
· Demonstrable ability to work with solvents, paints, fuels and other chemicals on a daily basis.
· No objection to some exposure to a disagreeable, unpleasant and hazardous working environment for several days per month (involving materials, sensations and people).
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