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YMCA West London 

 

 POSITION DESCRIPTION 

 

Position title:   Y Active Coach 

 

Reporting to:   Children, Youth and Community Services Manager 

 

Responsible for:   Volunteers, Trainees and Assistant Coaches 

 

 

Safeguarding 

YMCA West London is wholly committed to safeguarding and promoting the 

welfare of children, young people and adults at risk. We expect all our staff 

and volunteers to share this commitment. 

 

Job Purpose 

To develop and coordinate a challenging, stimulating and safe activity 

programme for children and adults; ensuring that each individual is involved 

and encouraged to participate fully and realise his/her full potential. To act as 

the face of Y Active through excellent customer services and care, representing 

the good name of Y Active and YMCA West London at all times. Principle 

location is South Ealing but maybe required to work at our other locations. 

 

 

PRINCIPLE ACCOUNTABILITIES 

 

1. Y Active Programme  

The post holder will: 

1.1. Work closely with his/her manager to develop a varied programme 

of chargeable physical activities for adults and children, including 

planning and timetabling. 

1.2. Run classes mainly for children (but also possibly some adult 

classes), including set up and clear down of equipment in the 

studio. 

1.3. Monitor and appraise participant’s progress and skill levels as 

necessary.  

1.4. Take accurate registers of attendees ensuring every participant 

has paid. Book in and collect payment from customers who have 

not pre-booked. 

1.5. Become proficient in the use of the online booking system and 

Apps (Mindbody). Supporting customers to register, pay and solve 

basic problems. 

1.6. Treat each participant fairly and ensure each is given praise, 

encouragement and opportunities to succeed in an environment 

where positive behaviour is promoted. 

1.7. Ensure high quality teaching and a safe environment is maintained 

in each class, and ensure that links with relevant governing bodies 

and industry standards remain up to date.  

1.8. Ensure that there is constant awareness of the safety of customers 

in the care of the YMCA ensuring that they are not left alone in the 

studio or left alone after classes end. 
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1.9. Comply fully with YMCA safeguarding policies and procedures. 

1.10. Keep studios tidy and locked at the end of each session.  

1.11. Complete risk assessments for all classes and conduct daily Health 

and Safety checklists. 

1.12. Maintain the order and standard of all equipment stored at our sites, 

reporting any defects to his/her manager.  

1.13. Keep storage cupboards and areas tidy.  

1.14. Keep up-to-date with best practice and modern and innovative 

delivery and teaching techniques.  

1.15. Write and update Progression Leaflets for customers.  

1.16. Plan for any new classes and organising termly class plans  

 

2. Events, Promotion and Marketing 

The post holder will: 

2.1. Maintain up-to-date and relevant displays on notice boards in 

studios he/she uses, adhering fully to branding guidelines. 

2.2. Contribute to developing marketing material and promotions with 

his/her manager and the Marketing and Communications Team. 

2.3. Organise events for children to showcase their learning.  

2.4. Participate and help organise publicity events and tasks (which 

may be run outside of normal working hours with time back in lieu 

or paid as overtime). 

2.5. Keep abreast of local events, publicity initiatives and changes in 

local competition for trade, informing his/her manager as 

necessary. 

2.6. Develop links with local schools. 

2.7. Contribute as agreed to promote Y Active through social and new 

media. 

 

3. Staff Management 

The post holder will: 

3.1. Induct and manage staff (volunteers, trainees, work placements, 

paid staff, etc.) who assist in the running of his/her classes. 

3.2. Provide necessary support, supervision, and performance and 

conduct feedback to such staff. 

 

4. Customer Liaison and Communication 

The post holder will: 

4.1. Act as the face of Y Active through excellent customer services and 

care, representing the good name of Y Active and YMCA West 

London at all times. 

4.2. Engage with customers and potential customers through 

conversation, promoting the work done by Y Active and the wider 

YMCA West London. 

4.3. Respond promptly to any enquiries made about Y Active and its 

classes by customers or colleagues.  

4.4. Work to foster a sense of community and belonging with the 

customers.  

4.5. Ensure that customers are aware of the complaints procedure and 

that this is followed at all times.  

4.6. Maintain excellent levels of communication with colleagues 

throughout the YMCA, management, visitors, etc. 
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4.7. Ensure that each participant is regarded as an individual, listened 

to, has his or her feelings respected and opinions valued.  

4.8. Consult with customers and seek to implement their ideas and 

suggestions into the programme. 

4.9. Work closely with customers, involving them as appropriate in Y 

Active and more widely in the YMCA.  

 

5. Other Duties 

The post holder will: 

5.1. Attend line management meetings; team meetings; full staff 

conferences; and training days including a possible overnight stay. 

5.2. Comply with all YMCA policies and procedures. 

5.3. Actively participate in personal and/or professional training 

opportunities. 

5.4. Undertake any other reasonable tasks as specified by his/her 

manager. 

 

6. Christian Ethos 

The post holder will: 

6.1. Be willing to work within the Christian Ethos of the YMCA by 

ensuring the values of YMCA West London are applied in the daily 

work of the post holder and his/her team. 

 

SCALE 

Staff  Up to 3 Volunteers, Trainees and Assistant Coaches 

Customers  Adults, parents and children (approximately 1700 active 

customers in total with approximately 500 customers per week)  

Budget  Revenue  Nil 

    Capital Nil 

 

DISCRETION TO ACT 

The post-holder is required to communicate closely with Children’s Services 

Manager at all times to ensure that the programme is managed and developed 

in line with the planned programme.   

 

ENVIRONMENT 

Unsocial hours Very occasional evening and weekend work 

 

Risk 

The level of risk is calculated as low. The classes operate either on YMCA 

premises or in a secure hall. Staff are encouraged to continually attend 

training and meetings which will keep them up to date with best practice and 

YMCA policies and procedures.  

 

RELATIONSHIPS 

Internal Contacts 

Other coaches 

Housing & reception staff 

Corporate Services staff 

Children, Youth & Enterprise department team 
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External Contact 

Customers (adults and children) 

Relevant partners 

 

EDUCATIONAL REQUIREMENTS 

Good general education to GCSE level or equivalent. Hold a relevant fitness or 

dance qualification.  

 

 

Signed _____________________________________ Date    

 Y Active Coach 

 

 

Signed _____________________________________Date     

 Children’s Services Manager 
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YMCA WEST LONDON 

PERSON SPECIFICATION 

 

POSITION TITLE:  Y Active Coach 

  

RESPONSIBLE TO:  Children’s Services Manager 

 

Requirement Essential Desirable Application 

Form 

Selection 

Test 

Interview 

Knowledge 
 

 
    

K1 Knowledge of 

Curriculum planning and 

delivery 

     

K2 Knowledge of children’s 

welfare and safeguarding 

needs  

     

K3 Up to date knowledge 

legislation and governing 

bodies in this area of work 

     

K4 Knowledge of health 

and safety issues 

concerning the delivery of 

activity classes 

     

      

Skills 
 

 
    

S1 Communication skills 

both verbal and written 
     

S2 Able to communicate 

with adults, children, 

parents and staff  

     

S3 Able to plan classes 

programmes 
     

S4 Able to teach an 

agreed part of the Y Active 

programme 

     

S5 Ability to organise own 

time effectively 
     

S6 Good administration 

skills 
     

      

Aptitude 
 

 
    

A1 Able to create a 

welcoming and friendly 

environment 

     

A2 Computer Literate 
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Requirement Essential Desirable Application 

Form 

Selection 

Test 

Interview 

Experience 
 

 
    

E1 Experience of 

supervising staff or 

volunteers 

     

E2 Experience of 

maintaining  

partnerships 

     

E3 Experience of 

delivering activity 

classes 

     

E4 Experience of 

organising events 
    

 

 

      

Qualifications      

Q1 Recognised 

qualification in dance / 

drama, or recognised and 

relevant fitness teaching 

qualification. 

     

Q2 Evidence of recent 

relevant on-going training 
     

      

Christian Ethos 
 

 
    

V1 Willing and able to 

implement YMCA West 

London’s values within 

their work. 

 
 

  
 

  
 

V2 Willing and able to 

work within the Christian 

Purposes and Vision of 

YMCA West London. 

 
 

  
 

  
 

      

Personal Qualities 
 

 

    

P1 Able to present self and 

work effectively 
     

P2 Honesty and integrity       

P3 Excellent customer 

service skills and 

aptitude 

     

      

Circumstances 
 

 

    

C1 Able and willing to work 

unsocial hours 
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Requirement Essential Desirable Application 

Form 

Selection 

Test 

Interview 

      

Health 
 

 

    

H1 Able to meet the 

Requirements of the post 

with or without reasonable 

adjustment 

     

      

Equality & Diversity 
 

 
    

O1 An understanding of 

Equality & Diversity 

issues 

     

O2 Commitment to 

Implementing Equality & 

Diversity policy 

     

 

 


