Woodridge Swim Club
Assistant Manager

Qualifications:
· Minimum 3 years and/or 400 hours of previous lifeguard experience.
· Current Lifeguard, First Aid, and CPR certifications.
· Supervisory experience.
· High School graduate preferred.

General Responsibilities:
· Reports to the Manager.
· Positively markets the swim club and provides a welcoming environment.
· Promotes excellent public relations with all member and non-member pool patrons.  
· Assists the Board of Trustees in recruiting and retaining members.
· Ensures and abides by government regulations including Department of Health codes.
· Assists the Manager in overseeing all pool functions including general use, swim team, swim lessons, and private rentals.
· Supervises staff.

Preseason duties:
· Assists the Manager in preparing for the season, as needed.

Season duties:
· Observes how the Manager handles scheduling for lifeguard shifts, parties, private rentals, and swim lesson / swim team events.
· Attends and participates in bi-weekly in-service meetings.
· Assists with the overall maintenance of the pool facilities.
· When acting as Manager on Duty, is responsible for ensuring all pool opening and evening closing duties are completed.     
· Assists the Manager in keeping all office paperwork updated and available.
· Assists the Manager in keeping all maintenance supplies, bathroom supplies, and concessions in stock.
· Attends all Board meetings and prepares a report for the Board in conjunction with the Manager.  
· Ensures that all office records are completed, including member sign-in sheets, daily duties, hourly tallies, and chemical logs.
· Ensures that all members have the Permission For Child to Swim Unaccompanied and Emergency Consent Form on file.
· Ensures that all members have paid dues.
· Regulates guest usage and ensures Guest fees are paid.

Postseason duties:
· Meets with the Manager on a regular basis to evaluate the season.
