Job Description – Pool Staff
Listed below are activities that pool staff may be required to perform.  Combine these activities as is appropriate for your pool to create the pool staff’s job descriptions.  You may wish to include other duties, too.
It is important to encourage individuals who are interested in pursuing a job at the pool.   Ideally, they will have some lifesaving or lifeguarding experience, however, they can start doing part time janitorial duties and work their way up.  These individuals are usually community residents and pool supervisors should work with them over the summer season to train them to achieve higher awards and a training regime can be set up for the off-season.  This will build community capacity.  Recreation coordinators who work to train local residents to NLS level will be able to provide quality aquatic experiences in their communities without resorting to having to hire and house a supervisor from southern Canada. Investing in training community residents will save you money in the long run.


General Responsibilities for All Staff
· Maintaining the safety of the public is the number one priority.
· To be helpful and attentive to the needs of the public.
· To follow the directives of the Pool Supervisors
· To keep the pool area clean and tidy by performing maintenance duties as assigned.  This may include pool chemistry, pool vacuuming, janitorial duties.
· To cooperate with other staff
· To conduct themselves in an appropriate and professional manner at all times.
· To be punctual for work
· To assist with any other work which the staff is doing (setting up special events, maintenance, lessons, etc.)
· To participate in all staff training sessions.
· Records all information as required by the Pool Supervisor/Recreation Coordinator.
· Records accurately all accidents and incidents.
· Fill in timesheets as required
· Complete paperwork and registration records registration as required by Pool Supervisor/ Recreation Coordinator.
· Follow the uniform policy.
· Follow shift replacement policy (if applicable) as outlined by Pool Supervisor/Recreation Coordinator.
· Assists with special events as directed by Pool Supervisor/Recreation Coordinator.


Reporting
Each pool is different but pool staff usual report to and are supervised by the Pool Supervisor.

Instructing  (these duties are usually covered by the Pool Supervisor & other certified staff)
This individual need to be Red Cross Water Safety Instructor certified or Lifesaving Society Swim Instructor certified. Visit www.redcross.ca and www.lifesaving.org for information on each instructor training.
Instruct according to the accepted standards and policies of the Red Cross Water Safety instruction program, Lifesaving Society or other recognized national program and in accordance with the community recreation department policies.
Follows the Uniform Policy set out by the Recreation Coordinator and Pool Supervisor.
To conduct themselves in an appropriate and professional manner at all times. 
Exhibit proper planning and organization of classes.
Ensure that all classes meet the proper standards and requirements of the organization which sponsors them. (Red Cross or Lifesaving Society)
Follow any special instructions on class organization.
Keep lesson progress sheets up-to-date.
Be available to answer any questions that the parent/guardian may have. 
Will have report cards done at least one day in advance of the final day. The report cards will meet the standards set out by the national organizations and the community recreation department.


Lifeguarding  (these duties are usually covered by the Pool Supervisor & other certified staff)
This individual need to be certified by the Lifesaving Society as per the NWT Public Pool Regulations.  Visit www.lifesaving.org for information on lifeguarding training.
· Maintain all standards as required in the Lifesaving Society courses in which they are certified in as well as all courses which are pre-requisites for those courses.
· Lifeguard according to accepted standards and policies of the national organization they are certified under (i.e. NLS), community pool policies as determined by the Recreation Department and Lifesaving Society Pool Standards.
· Record Pool conditions.
· Check equipment and inventory.
· Maintains a professional attitude that meets the standards set out in lifeguarding certifications.
· Restricts conversations on deck with public while actively guarding.

Cashiering
· Receives payment from the public for swims or lessons.
· Fills in required attendance, cash and other forms as necessary.
· Accounts for cash at the end of the day and completes daily cash receipt form.
· Drops off daily cash at the designated location.
Janitorial
· Complete all janitorial duties as assigned by Pool Supervisor.
· Advise Pool Supervisor when cleaning supplies are low to allow for purchasing of more 
· Complete the maintenance checklist once duties are completed


