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Job Description

Job Title:  
Equestrian Centre Coordinator 
School:


Landbased & Fitness
Location:


Usk
Responsible To: 
Manager – Landbased Facilities and Functional Resources
Job Purpose:
To coordinate the Equestrian Centre to facilitate the delivery of education and training at the Usk Campus, ensuring professional standards are maintained.
To ensure adequate provision of suitable horses and resources which meet the needs of the learners.
To assist the Manager (Landbased Facilities & Functional Resources) with growth and development of commercial activity within the Equine Centre.
Principal Responsibilities

1. Coordination and Management 
i. To be responsible for the day to day operation of the Equestrian Centre as an exemplar of best practice.
ii. To coordinate the delivery of learner practical sessions in line with the management of the horses.
iii. To take a leading role in liaising with a range of agencies as required, such as the British Horse Society, Riding for the Disabled Association (RDA) and Local Authority Licensing. 
iv. To put in place an effective staffing rota to ensure the health and welfare of the horses.
v. To provide leadership and management to Equestrian Centre staff to ensure the best performance and achievement within the centre.
vi. To actively participate in the marketing and promotional activities organised by the College in addition to taking responsibility for organising and taking advantage of marketing opportunities specific to Equine.
2. Organisation & Systems
i. To carry out all appropriate routine practical tasks associated with the day to day running of the Equestrian Centre where required.

ii. To ride horses, assess their way of going and implement appropriate schooling/ exercise plans; including the sourcing and assessment of new horses for the centre. 
iii. To provide high standards of customer care and communicate effectively with a range of individuals including livery owners, professional service providers, students and college staff.

iv. To ensure that all appropriate legislative and management records relating to the centre horses are accurately maintained.
v. To maintain accurate records of consumables, applying appropriate stock control and cost-effective purchasing.
vi. To effectively manage approximately 40 acres of equine grazing pasture. 
vii. To provide a monthly co-ordinator report to the Manager (Landbased Facilities and Functional Resources) in line with agreed reporting mechanisms and ad-hoc reports as requested.

3. Commercial Developments/ Income Generation
i. To coordinate external hire of the Equestrian Centre facilities.
ii. To work with the Manager (Landbased Facilities and Functional Resources) and Finance Business Partner to develop income generation opportunities for the School and College.

iii. To coordinate and manage the college Livery Service packages.
iv. To coordinate and facilitate a range of equine events to support income generation and meet the needs of the local equine community. 
4. Team Contribution
i. To act in support of lecturers in delivering an effective curriculum and learning experience.

ii. To lead, attend and participate in meetings as and when necessary.

iii. To liaise with the Functional Area Coordinators to ensure appropriate management and maintenance of the college managed Landbased facilities.

iv. To participate in and deliver training to staff as and when necessary.

5. Health and Safety
i. To ensure that safe working practices are used and appropriate Health and Safety legislation adopted.
ii. Exercise responsibility for carrying out and adhering to Health and Safety policy and procedure.
iii. To liaise with the Health and Safety Business Partner to ensure accurate recording of related information.
iv. To undertake risk assessments and Safe Operating Procedures (SOPs) to minimise risk and provide a safe learning environment.
v. To ensure that all activities are delivered in a safe learning environment and report any concerns.
6. Policy and Procedure
vi. To comply with all College Policies and Procedures
vii. To keep abreast of changes to Policy and Procedures and to make the necessary changes to administrative systems.
viii. To ensure that all aspects of the College Financial Instructions and Financial Standing Orders are followed.
ix. To ensure that all activities are compliant with the General Data Protection Regulations.
x. To promote the college’s core values and incorporate them into all aspects of the role.

xi. To be responsible for supporting and supervising learners, including taking action to ensure acceptable behaviour at all times. 

	Note:

a) As a term of your employment you may be required to undertake such other duties as may reasonably be required of you commensurate with your grade/level in the college.

b) This is a description of the job as it is at present constituted.  It is the practice of the College periodically to examine employees' job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  This procedure is jointly conducted by each manager in consultation with those working directly to him or her.  You will, therefore, be expected to participate fully in such discussions.

c) This description is not intended to establish a total definition of the job, but an outline of the duties.

d) All staff are required to make themselves aware of the Financial Regulations. Finance Business Partners can make them available.
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Person Specification

	Criteria 


	Essential 
	Desirable
	Assessed by

	1. Qualifications 

	a) Relevant degree or professional qualification
	  symbol 252 \f "Wingdings" \s 10
	
	Application form

	b) British Horse Society Level 3 Coach in Complete Horsemanship (BHSAI)
	       symbol 252 \f "Wingdings" \s 10
	
	Application form

	c) British Horse Society Level 4 Coach (BHSII)
	
	symbol 252 \f "Wingdings" \s 10
	

	d) First aid qualification or a willingness to undertake one
	symbol 252 \f "Wingdings" \s 10
	
	Application form/ Interview

	e) A qualification related to Health and Safety awareness
	
	symbol 252 \f "Wingdings" \s 10
	Application form

	2. Knowledge & Experience

	a) Recent successful experience of working within the equine industry 
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	b) Experience of managing an equine yard including commercial activities
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	c) Knowledge of FE & HE Equine curriculum provision
	
	symbol 252 \f "Wingdings" \s 10
	Application form/Interview

	d) Experience of successfully managing a team to achieve set objectives
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	e) Experience of managing third party & client relationships
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	f) Practical working knowledge of following Policies and Procedures including yard safety procedures & Safe Operating Procedures
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	g) Accurate record keeping
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	h) Use of digital systems to manage centre records, hire and competition entries I.e. My Riding Life
	
	
	Application form/Interview

	i) Computer user of Microsoft Office software
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	3. Skills & Attributes

	a) Ability to ride a range of horses as required; including schooling on the flat and over fences, hacking and lunging.
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	b) Ability to demonstrate and maintain high standards of equine care and welfare
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	c) Ability to guide and support learners as required during practical yard sessions 
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	d) Ability to work under pressure and meet given guidelines
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	e) An effective team player who can relate well to a diverse range of people
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	f) Able to produce accurate electronic reports
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	g) Ability to communicate effectively and confidently face-to-face, on the telephone and in writing with a range of customers and stakeholders
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	h) Developed negotiating skills
	
	symbol 252 \f "Wingdings" \s 10
	Application form/Interview

	i) Ability to use the Welsh language in general communication or willingness to undertake training
	
	symbol 252 \f "Wingdings" \s 10
	Application form/Interview

	4. Additional Requirements

	a) Able to travel as required to fulfil the requirements of the role
	symbol 252 \f "Wingdings" \s 10
	
	Interview

	b) Risk Assessment & CoSHH Training 
	
	symbol 252 \f "Wingdings" \s 10
	Application form/Interview

	c) Full UK driving license with access to a vehicle
	symbol 252 \f "Wingdings" \s 10
	
	Application form

	d) Flexible approach to work and working times including weekends/ holidays on a rota basis
e) 
	symbol 252 \f "Wingdings" \s 10
	
	Application form/Interview

	f) To act as an ambassador for the College
	symbol 252 \f "Wingdings" \s 10
	
	Interview




