
 
 
1. POSITION TITLE: POOL DUTY MANAGER 
 

2. POSITION GRADE: 8 
 

3. KEY ACCOUNTABILITIES  
1. Support the Aquatic Operations Manager & Assistant Aquatic Operations 

Manager in the efficient & effective running of Council’s facilities 
2. Assist and contribute individually and as part of a team of Duty Managers to 

efficient and effective operation of Council's swimming pools. 
3. Supervise, liaise with, coordinate and control the activities of hirers and the 

public within the pool enclosure. 
4. Maintain water quality in line with NSW Department of Health and other 

industry standards. 
5. Ensure a high level of communication, public relations and customer service 

to all pool users, including effectively resolving customer complaints and 
suggestions. 

6. Utilise effective risk management techniques to ensure the safety of staff, 
customers, contractors & suppliers. 

7. Monitor and maintain on a day to day and periodic basis all filtration, 
reticulation and chemical dosing equipment to ensure its ongoing operation. 

8. Ensure consistent high levels of cleanliness, hygiene, safety, maintenance 
and security within the pool surrounds. 

9. Liaise and cooperate with kiosk, swim coaching and other lessees and 
contractors to ensure the harmonious operation of the centres. 

10. Ensure correct use and proper storage and security of all pool equipment and 
chemicals. 

11. Promote teamwork and communication through the management of day to 
day and ongoing staffing levels, allocation of duties. 

12. Perform rescue and first aid procedures when required. 
13. Assist the implementation of industry standard systems and procedures 

through the development of the Pool Operations Manual. 
14. Ensure all Facilities are maintained to a high standard, Assist in the 

development and implementation of a 5 year maintenance plan 
15. Prepare and submit any reports that may be required by the Aquatic 

Manager. 
16. Maintain appropriate documentation and record keeping. 
17. Assist in the purchasing and maintenance of first aid and all other pool 

equipment and supplies. 
18. Adhere to the cash handling procedure at all times 
 

4. KEY ORGANISATIONAL ACCOUNTABILITIES  

PARRAMATTA CITY COUNCIL 
 
POSITION DESCRIPTION 



a.    Ensure to take reasonable care of the health and safety of yourself, staff, 
visitors, contractors and volunteers whilst at work, and cooperate with 
PCC to comply with WH&S legislative obligations. 

b.    Exercise a Duty of Care by working in a safe and efficient manner, 
having regard to personal safety and the safety of other workers, visitors, 
contractors and volunteers and the general public. 

c.  Report injuries, accidents, incidents, near misses and unsafe work 
practices within required time frames, and that corrective actions are 
taken to prevent reoccurrence 

d.  Use and properly maintain appropriate safety clothing and personal 
protective equipment 

e.  Attend and complete all required WH&S training, toolbox talks and 
briefings as directed 

f.   Ensure EEO, the principles for a culturally diverse society, and Council 
policies are complied with at all times 

g.  Contribute to improved customer service and organisational 
effectiveness, by acting ethically, honesty and with fairness 

h.  Ensure EEO, the principles for a culturally diverse society, and Council 
policies are complied with at all times 

i.   Contribute to improved customer service and organisational 
effectiveness, by acting ethically, honesty and with fairness 

5. QUALIFICATIONS, EXPERIENCE AND ESSENTIAL COMPETENCIES 

QUALIFICATIONS 

 Statement of Attainment in Pool Operations  
 

 Current Pool Lifeguard, Senior First Aid, Advanced Resuscitation Certificates or 
equivalent qualification  

EXPERIENCE 

 Minimum 3 years experience in the operation of swimming centres and 
associated facilities. 

 Ability to effectively manage pool space. 
 Ability to proactively identify and manage safety hazards associated with the 

operation of aquatic facilities and programs 
 Well developed communication, negotiation and dispute resolution skills. 
 Understanding of the legal environment and responsibilities of aquatic operations. 
 Demonstrated ability to accurately handle and reconcile cash and cheque 

transactions. 
 Demonstrated ability in exercising initiative and judgment in applying established 

procedures 
 Proven leadership in the ability to handle difficult clients and solve problems 

quickly and efficiently. 
 Ability to work in harmony, gain cooperation and assistance from a broad cross 

section of individuals, groups, organisations and staff. 
 
 
 



6. SIGNATURES 
 
POSITION HOLDER:  ______________________________________ 
 
UNIT MANAGER:   ______________________________________ 
 
GROUP MANAGER:  ______________________________________ 

 


