
 

 

Post Specification 
 

Post Title: Sports Programme Officer 

Post Status: Maternity cover –from February 2016 

Department/Faculty: Department of Sport and Recreation 

Location: Sports Centre  

Reports to: Sports Programme Manager 

Direct Reports: (if any) Casual Staff for programme delivery 

Closing Date: 12 noon GMT on Monday 4th of January 2016 

Salary Range: 
Appointment will be made on the Executive 3 salary scale 
at a point to accord to current Government pay policy  

 
Post Summary  
The post will involve the planning, coordination and organisation of the existing 

programmes and future programmes which link to the Sports Department Strategy 

for Sport and the University Strategic Plan. The aim of the role is to maximise the 

sports facility capacity by increasing the number of people who participate in the 

Sports programmes and to offer an extensive range of programmes and activities 

that serve the various needs of the members and non-members, the college 

community, corporate company’s and school groups, in a safe and enjoyable 

environment. The post holder will work as part of the team in Trinity Sport, covering 

the areas of indoor and outdoor sports facilities, operations and supervision. Income 

generation and cost effectiveness is an important aspect of this role. 

 

Background to the Post 

Trinity College opened a new Sports Centre in 2007 and has been successful in 

attracting over 75% usage by the student population and a range of other groups, 



 

 

such as Staff, Graduates, Public and community groups. The excellent facilities are 

complimented by a motivated and talented team who run a number of sports 

programmes. However as the Sports Centre usage and programmes have grown and 

become more diverse there is clear need to respond to the increasing demands and 

the prevailing economic conditions require greater focus on income generating 

programmes and projects. The post of Sports Programmes Officer offers an 

opportunity to work in a team interacting with students, staff, graduates and 

members of the public across the range of facilities indoor and outdoor. This role will 

involve liaising with the Duty Managers and Administration team. The role may 

change in line with the Departmental staffing plan and/or in response to the goals 

within the Strategy for Sport 2016/2019. 

 

Principal Duties of the Post  

 

Coordination and planning of courses and programmes 

 Climbing Wall  

 Swimming Pool  

 Dry Sports events 

 Outdoor events 

 Children’s Activities ( including sports camps, birthday parties, tennis 

lessons, swimming lessons and climbing)  

 Special events and projects, (cooperate bookings)   



 

 

 Group and individual bookings. Events/contact point  

 Classes and course arrangements 

 

Staffing arrangements 

 Cover and timetabling of casual staff 

 Recruitment, management and motivation of casual staff   

 Training and Garda vetting where applicable 

 

General 

 Enforcement of booking procedures for indoor areas such as climbing 

wall, pool, sports halls, and outdoor areas for events.  

 To liaise with sports staff to prepare the centre for bookings/events 

and maintain facility 

 Reporting and booking functions via Gladstone MRM 

 Evaluation and review of programmes and subsequent developments 

 Assisting with advertisements and promotional work.  

 Logistics and equipment needs  

 Implementing buildings security 

 Representation for Sports Department where required 



 

 

 Budgeting and income generation reports  

 Handling of cash; cash register/ computer till/bookings 

 

Customer Care and Safety 

 Health, Safety and risk assessment procedures and supervision  

 Ensuring a high standard of customer care and member services 

 Meet and greet customers, communication with customers 

 Dealing with customer queries, comments and complaints. Liaise 

with Marketing and Member Services Officer 

 Policy- child protection/garda vetting, code of ethics, codes of 

conduct 

 

To carry out any other duties that may be required appropriate to the grade and 

nature of the post deemed by the Head of Sport and /or his/her nominee. 

 

 

 

 

 

Person Specification 

 

Qualifications 



 

 

 The person should have achieved a nationally recognised qualification in 

business, sports development and/or sport and recreation.  

 

Knowledge & Experience (Essential & Desirable) 

 At least 3 years supervisory/managerial level within business, sports 

development or the leisure and recreation industry is essential 

 High customer care and safety standards is essential 

 Supervisory skills and the ability to delegate, lead a team and be part of a 

team is essential 

 Experience in the organisation of programmes and operations of an indoor or 

outdoor sports facility is desirable 

 Experience in event management is desirable  

 An interest in sport, health and fitness is desirable 

 Aware of current standards, issues and trends in the sports and leisure 

industry is desirable 

 Knowledge of digital marketing is desirable  

 

Skills & Competencies 

 Conscientious and motivated; is self-motivated, accurate in their work, 

ensures details are completed and has the ability to motivate others.  



 

 

 Excellent interpersonal skills and a pleasant friendly manner are essential. 

 Excellent organisational and communication skills are essential 

 The ability to multitask is essential 

 Excellent IT skills are essential  

 Resourceful: Can work under own initiative, ability to find information/advice 

and can problem solve is essential 

 The ability to generate new revenue streams is essential   

 Experience with membership database systems (MRM) would be desirable 

Benefits 

 Free use of the sports facilities (in own leisure time) 

 Supportive of further training and conference attendance where applicable 

 University annual leave and standard benefits  

 

  



 

 

Trinity Sport Information 

The following facilities are available; 

Facilities 

On Campus:  

Sports Centre which includes, Fitness Theatre, Ancillary hall, Main Sport hall, Dance 

studio, Climbing wall, Swimming pool, Rugby Pitch, College Park, Outdoor Tennis 

Courts and Futsal court  

 

Off Campus:  

Islandbridge (Boat House), Santry Playing Fields (Floodlit 5-a-side 3G Synthetic 

Pitches (x3), International standard water-based Hockey Pitch, (x1) Natural grass 

Soccer Pitch (x 1), Natural grass Rugby Pitch (x 1), Floodlit grass Training Areas (x 2) 

 

Trinity Sport is also responsible for the following: 

 

 Bookings and safe use of the above facilities for members and external users 

 Sports Memberships 

 Sports Bursary/Scholarship Scheme 

 Sports Volunteer scheme  

 Producing publications regarding Trinity Sport and Sports Clubs 

 Development of Sport within the University 



 

 

 

Number of Staff 

The Head of Sport & Recreation, Sports Development Manager, Senior Sports 

Development Officer, Marketing & Member Services Officer, Senior Executive 

Officer, Sports Programme Manager, two Executive Officer, Camp Co-ordinator, 

three Duty Managers and one Operational Manager, six full time Fitness 

Instructors/Pool Attendants, two Receptionists and various part time staff ( climbing, 

swimming, camp  and birthday party staff). 

 

Number of Sections 

 One 

Hours of Work 

Note: Provisionally - Monday to Friday 9am to 5.30pm, with flexibility required to 

cover events/programmes therefore evenings and weekends will be required on 

occasions. Time in Lieu or adjustment of weekly hours will be granted for this. 

 

Description of how work supports College 

 Contributes to the health and productivity of the college community by 

encouraging active participation in various organised exercise sessions, 

programmes, classes and clubs 

 Contributes to the well-rounded student college experience and lifelong 

learning. 



 

 

 Trinity Sport is income generating and therefore contributes to the business 

benefits of college 

 Supports and fosters academic performance. 

 Sport helps to attract students and retain good students and staff through 

the provision of quality sports facilities services and programmes.  

 Provides for the safe use of the sports facilities by the University community 

 Supervises and motivates staff to ensure the healthy and safe use of sports 

facilities by all 

 Increases the profile of the University through the successes of the sports 

clubs and individuals who compete at the highest level of sport, both 

nationally and internationally 

 Supports University links and stronger relationships with community groups 

Trinity College Dublin, the University of Dublin 

Founded in 1592, Trinity is at the nexus of tradition and innovation, offering 

undergraduate and postgraduate programmes across 24 schools and three faculties: 

arts, humanities, and social sciences; engineering, maths and science; and health 

sciences. Spread across 47 acres in Dublin’s city centre, Trinity’s 17,000-strong 

student body comes from all 32 counties of Ireland, and 16% of students come from 

outside the country. Of those, 40% are from outside the European Union, making 

Trinity’s campus cosmopolitan and bustling, with a focus on diversity.  

 



 

 

As Ireland’s leading university, the pursuit of academic excellence through research 

and scholarship is at the heart of the Trinity education. Trinity is known for 

intellectual rigour, excellence, interdisciplinarity, and research-led teaching. Home to 

Nobel prize-winners such as scientist Ernest Walton and writer Samuel Beckett, 

Trinity draws visitors from across the world to its historic campus each year, 

including to the Book of Kells and Science Gallery which capture the university’s 

connection to both old and new. 

 

Trinity accounts for one-fifth of all spin-out companies from Irish higher education 

institutions, helping to turn Ireland into an innovation-intensive, high-productivity 

economy. That culture of innovation and entrepreneurship is a defining 

characteristic of our campus as we help shape the next generation of job creators.   

 

Trinity has developed significant strength in a broad range of research areas, 

including the 19 broadly based multi-disciplinary thematic research areas. 

 



 

 

 

 

Ireland’s first purpose-built nanoscience research institute, CRANN, houses 150 

scientists, technicians and graduate students in specialised laboratory facilities. 

Meanwhile, the state-of-the-art Biomedical Sciences Institute is carrying out 

breakthrough research in areas such has immunology, cancer and medical devices. 

 

The Old Library, which houses the Long Room in Trinity, is the largest research 

library in Ireland, with a collection of six million printed items, 500,000 maps, 80,000 

electronic journals, and 350,000 electronic books. Some of the world’s most famous 

scholars are graduates of Trinity, including writer Jonathan Swift, dramatist Oscar 



 

 

Wilde, philosopher George Berkeley, and political philosopher, and political theorist 

Edmund Burke. Three Trinity graduates have become Presidents of Ireland - Douglas 

Hyde, Mary Robinson and Mary McAleese. 

 

Trinity is the highest ranked university in Ireland, and among the world’s leading 

higher education institutions. 

 

Trinity College Dublin World University Rankings 

Overall 

 Trinity is Ireland’s No.1 University in the QS World University Ranking, THE 

World University Ranking and the Academic Ranking of World Universities 

(Shanghai). 

 Trinity is ranked 78th in the world and 27th in Europe in the 2015/2016 QS 

World University Ranking across all indicators. 

Internationalisation 

 Trinity is ranked 35th in the world in terms of International Outlook in the 

Times Higher Education World University Ranking 2015/2016. 

Teaching Performance 

 Trinity is ranked in the top 20% of universities in the world in terms of 

Teaching Performance in the Times Higher Education World University 

Ranking 2015/2016. 

Research Performance 

 Trinity ranks in the top 1% of research institutions in the world in the 

following 17 Essential Science Indicators fields (an increase of over 150% 



 

 

from 2004): Physics, Chemistry, Engineering, Social Sciences (General), 

Immunology, Neurosciences, Nanosciences, Materials Science, Pharmacy and 

Toxicology, Molecular Biology and Genetics, Biology and Biochemistry, 

Microbiology, Plant and Animal Science, Clinical Medicine, Agriculture, 

Psychiatry/Psychology, Environment/Ecology. 

In the QS Faculty Rankings 2015*: 

 Trinity is ranked 61st in the world in Arts and Humanities. 

In the QS Subject Rankings 2015**:  

Trinity College Dublin features in the world's elite (Top 200) institutions in 25 of the 

28 subjects in which it was evaluated by the QS World University Rankings by Subject 

2015. Of these, Trinity ranks in the top 100 in the world in 14 subjects and in the top 

5 in the world in 5 subjects. 

Top 50 

 Trinity is ranked 32nd in the world in English Language and Literature. 

 Trinity is ranked 33rd in the world in Politics and International Studies. 

 Trinity is ranked 39th in the world in History. 

 Trinity is ranked 48th in the world in Biological Sciences. 

 Trinity is ranked 49th in the world in Modern Languages. 

Top 100 

 Trinity is in the top 100 in the world in Chemistry. 

 Trinity is in the top 100 in the world in Computer Science and Information 

Systems. 

 Trinity is in the top 100 in the world in Education.  

 Trinity is in the top 100 in the world in Geography. 



 

 

 Trinity is in the top 100 in the world in Law. 

 Trinity is in the top 100 in the world in Medicine. 

 Trinity is in the top 100 in the world in Pharmacy and Pharmacology. 

 Trinity is in the top 100 in the world in Philosophy. 

 Trinity is in the top 100 in the world in Psychology. 

Trinity subjects ranked in the world top 101-200 (QS Subject Ranking 2015) 

Subject    Trinity Rank 

Accounting  and Finance  101-150 

Business  and Management Studies 101-150 

Economics and Econometrics  101-150 

Linguistics    101-150 

Physics and Astronomy  101-150 

Sociology    101-150 

Engineering - Civil and Structural 151-200 

Engineering – Electrical  151-200 

Engineering – Mechanical  151-200                                      

Environmental Sciences  151-200 

Mathematics    151-200 

 

* QS ‘Faculty’ Rankings 2015: www.topuniversities.com/faculty-rankings   

** QS Subject Rankings 2015: www.topuniversities.com/subject-rankings   

 

The Selection Process in Trinity 

http://www.topuniversities.com/faculty-rankings
http://www.topuniversities.com/subject-rankings


 

 

 The Selection Committee (Interview Panel) will include members of the 

Academic community together with an External Assessor who is an expert 

in the area. 

 Applications will be acknowledged by email. If you do not have 

confirmation of receipt within 1 day of submitting your application online, 

please get in touch with us immediately and prior to the closing 

date/time. 

 Given the degree of co-ordination and planning to have a Selection 

Committee available on the specified date, the University regrets that it 

may not be in a position to offer alternate selection dates.  Where 

candidates are unavailable, reserves may be drawn from a shortlist. 

 Outcomes of interviews are notified in writing to candidates and are 

issued no later than 5 working days following the selection day.   

 In some instances the Selection Committee may avail of telephone or 

video conferencing. 

 The University’s selection methods may consist of any or all of the 

following: 

 

 Interviews 

 Presentations 

 Psychometric Testing 

 References 

 Situational Exercises 

 It is the policy of the University to conduct pre-employment medical 

screening/full pre-employment medicals. 



 

 

 Information supplied by candidates in their application (Cover Letter and 

CV) will be used to shortlist for interview. 

 

Equal Opportunities Policy 

Trinity College Dublin, the University of Dublin is an equal opportunities 

employer and is committed to the employment policies, procedures and 

practices which do not discriminate on grounds such as gender, civil status, 

family status, age, disability, race, religious belief, sexual orientation or 

membership of the travelling community. 

 

Pension Entitlements 

This is a pensionable position and the provisions of the Public Service 

Superannuation (Miscellaneous Provisions) Act 2004 will apply in relation to 

retirement age for pension purposes.  Details of the relevant Pension Scheme will be 

provided to the successful applicant. 

 

Applicants should note that they will be required to complete a Pre-Employment 

Declaration to confirm whether or not they have previously availed of an Irish Public 

Service Scheme of incentivised early retirement or enhanced redundancy payment.  

Applicants will also be required to declare any entitlements to a Public Service 

pension benefit (in payment or preserved) from any other Irish Public Service 

employment. 

Applicants formerly employed by the Irish Public Service that may previously have 

availed of an Irish Public Service Scheme of Incentivised early retirement or 

enhanced redundancy payment should ensure that they are not precluded from re-



 

 

engagement in the Irish Public Service under the terms of such Schemes.  Such 

queries should be directed to an applicant’s former Irish Public Service Employer in 

the first instance. 

Application Procedure 

 

Candidates should submit a full curriculum vitae to include the names and contact 

details of 3 referees (email addresses if possible) together with a cover letter (1x A4 

page) that specifically address the application procedure set out above  by e-

Recruitment: 

APPLICATIONS WILL ONLY BE ACCEPTED BY E-RECRUITMENT  

If you have any query regarding this, please contact: 

Kate Mulcahy, Recruitment Partner, Human Resources, House No. 4,  

Trinity College Dublin, the University of Dublin 

Tel: +353 1 896 1893 

Email: mulcahka@tcd.ie 

 

 

http://jobs.tcd.ie/
http://jobs.tcd.ie/
http://jobs.tcd.ie/
mailto:mulcahka@tcd.ie

