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	Job Title
	Sports Participation Manager

	School/Department
	Sport Department

	Job Level
	UNNC Scale B level 3

	Job Family
	Administrative, Professional, and Managerial

	Contract Status
	Full time

	Location
	University of Nottingham Ningbo China

	Hours of Work
	Irregular working hours

	Responsible to
	Senior Manager – Sport Participation and Engagement



Purpose of role

The University of Nottingham Ningbo China (UNNC) was the first Sino-Foreign university in China and is focused on offering a globally leading sport and wellbeing experience to all our customers.

In September 2027, the University will open its new ‘Clubhouse’ which has been designed to offer sport, health and fitness in a completely new and innovative way in global Higher Education. The Participation Manager is crucial to the success of this new service offer and delivering exceptional sport participation programmes to all of our customers. 

As a member of the Sport Senior Leadership Team, the Participation Manager will have responsibility for developing and managing our sport participation programmes, ensuring we are offering the best experience to everyone and providing opportunities for people to try something new, develop in a sport and compete amongst friends. 

The Participation Manager will be creative and understand our student demographic so that our participation programmes consistently evolve. The Participation Manager will be responsible for the following programmes: Just Play, Compete, Sports Clubs, Staff Sport, Kid’s Programme and supporting annual health and wellbeing campaigns and initiatives. 

The Participation Manager will ensure all programmes are planned in detail, using the sport framework and development pathway the university has developed to encourage engagement and maintain retention. The programmes will all be fully aligned and optimised digitally to ensure we are accurately recording data and putting it at the core of our decision-making process. They will meet the highest standards of industry best practice and meet all statutory health and safety requirements. 

The Participation Manager will lead and motivate a team of full time and part time staff and a number of student interns. 




	
	Main responsibilities
(Primary accountabilities and responsibilities expected to fulfil the role)
	% time 
per year

	1
	Planning & Organising   
· Have a strategic and operational leadership responsibility for the Participation Programmes; Just Play, Compete, Sports Clubs, Staff Sport, Kid’s Programme and Campus events and initiatives 
· Lead the design, plan, deliver, review and evaluation process across the different programmes to ensure outcomes and KPI’s are being achieved
· Create and deliver annual plans with full timetabling for the Participation Programme, with ongoing review, performance tracking and evaluations
· Ensure we offer a balanced and progressive programme according to the University’s Development Pathway - Level 1 (Beginner/Entry) to Level 4 (Advanced). 
· Play an active role in the development of health and safety policies and procedures, risk assessments and all risk reduction strategies and ensure effective implementation in all areas of responsibility
· Implement best practice procedures which are fully digitalised and optimised to collect user data for informed performance analysis and strategic decision making.
· To ensure that data, research and evidence inform all activity.
· To ensure we include inclusion and accessibility into all our participation plans.
· Manage the delegated budgets of participation and ensure financial targets are achieved.
· Identify budgetary needs for the participation area, including annual resource needs and allocation of funds.
· Identification of income generation opportunities and sponsorship for the participation programmes
	30%

	2
	Staff Management and Leadership
· To develop a highly motivated team with a clear vision and targets. 
· To lead, motivate and manage a team of H&F staff, ensuring minimum staff quotas are maintained, and staff are aware of all relevant procedures e.g. Normal Operating Procedures and Emergency Action Plans. 
· Ensure Participation staff carry out their work to provide the highest level of service, considering user feedback, data and insight to enhance the service. 
· To work collegiately with other Sport Department colleagues and colleagues from other university faculties and professional service departments. 
· Improve specialist and professional capability and expertise through work experience and/or further professional qualifications. 
· Undertake other tasks and responsibilities as may reasonably be required.
· To work with the Senior Manager, Participation and Engagement to ensure all Sport Staff have annually planned Continuous Professional Development (CPD) opportunities which are aligned to job roles. 
· To ensure all agreed outcomes/KPI’s are integrated into each individual team member’s PDRP and workplans. 
	30%

	3
	Participation Programme Development and Delivery
· Develop and implement a diverse range of participation programmes that engage all of the UNNC community and promote sport and physical activity.
· Develop relationships with international partners to enhance our participation programmes and introduce joint participation initiatives 
· Develop and plan participation events that support national and local campaigns e.g. International Women’s Day, Health and Wellbeing Week benefit of students, staff, staff families and external partners/associates, helping to raise the profile and reputation of the department and the University.
· Manage and provide training, guidance and support to the student and staff sports clubs. 
· Interpret sporting policy, regulations and codes of practice, advising on the methods to increase development and participation.
· Deliver appropriate sports leadership training to sports club committees in line with level of qualification and as part of student development programmes. 
· Work with the wider Sport Department to support projects and initiatives within the Sports Department and related to the Strategic Plan for Sport and University Strategy 2030. 
	25%

	4
	Liaison   
· Work closely with the Senior Manager – Participation and Engagement, relevant colleagues in the University, external partnerships and organisations to identify and develop new initiatives to support the enhancement of student and staff wellbeing. 
· Work with students and staff to ensure meeting user needs and demands. 
· Work closely with the range of professional service areas and academic areas as relevant to the area of participation. 
	5%

	5
	Analysis & Reporting   
· To produce regular performance reports to agreed targets.
· Analyse, evaluate and interpret management data and information and ensure Participation Performance Dashboards are always up to date.
· Produce management reports with recommendations.   
· Ensure standards are being met and exceeded, through the high customer use of the Customer Feedback System. Target to be agreed as part of the annual planning process. 
· Complete the Annual Report for the participation programme.
	5%

	5
	Additional Duties
·  Participate in training and staff development events as trainers or trainee as appropriate.
· Maintain appropriate professional development, expertise and awareness.
· Undertake other tasks and responsibilities as may reasonably be required.
	5%
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	Person specification

	
	Essential
	Desirable

	Skills
	· Ability to think and act strategically in a sport development context and align plans in a multi-dimensional context.
· Ability to work as an effective member of the Sport Senior Leadership Team (SLT).
· Innovative with a positive attitude to change and ability to persuade others to embrace change.
· A positive, inclusive and collegiate leadership style, and the ability to inspire and motivate others to achieve great service standards.
· Ability to manage self and a complex workload including competing priorities, achieving targets and delegating effectively.
· Ability to communicate fluently in English. 
· A high degree of self-motivation. 
· Effective communication and interpersonal skills and ability to strike up rapport and interact with members. 
· Excellent team working skills with a proactive and flexible approach. 
· Creativity, with the ability to generate ideas to shape the future direction of the participation programme. 
· Ability to present information clearly and articulate both orally and in writing. 
· Understanding of, and commitment to, equality and diversity and the provision of inclusive active recreation. 
· Excellent project management skills, including research and analysis.
· Outstanding written, oral communication and advocacy skills.
· Ability to plan, design, use, interpret and act on digitalised sport systems.
· Skilled in the analysis and interpretation of quantitative and qualitative data.
· 
	· Ability to communicate in mandarin.
· Good IT skills.
· Basic website editing 
· Ability to produce basic marketing material.


	Knowledge and experience
	· Experience of managing sport development programmes, preferably within a higher education or national and regional organisations. 
· Knowledge of safe procedures in sport and physical activity.
· Experience of motivating teams to achieve and exceed planned targets and objectives related to sport development. 
· Experience of income generation. 
· A track record of successful service delivery within higher education/sporting organisation and identifying creative solutions to increase participation and retention.
· Experience of budget management. 
· A clear understanding of the barriers to inclusion and accessibility.
· A strong network of industry contacts.
· Experience of working to targets and producing regular reports for monitoring and evaluation and intervention purposes.
	· Knowledge and experience of higher education sport in the UK or internationally.
· Knowledge of Health & Wellbeing Services.


	Qualifications, certification and training (relevant to role)
	· A good bachlor’s degree in a Sport/Sport Development or Sport Management

 
	· Masters degree in a sports or management-related field
· Sports coaching or leadership-based qualifications

	Statutory, legal or special requirements
	· Appointment will be subject to a satisfactory criminal records bureau check at the enhanced level.
· A willingness to work evenings and weekends as the role demands. 
· An energetic, professional with a flexible approach to work including location, and weekends and evenings.
· An individual who relishes living and working in a dynamic, multi-cultural and diverse environment.
	



	




Expectations and behaviours

	The University has developed a clear set of core expectations and behaviours that our people should be demonstrating in their work, and as ambassadors of the University’s strategy, vision and values. The following are essential to the role:

	Valuing people 
	Is friendly, engaging and receptive, putting others at ease. Actively listens to others and goes out of way to ensure people feel valued, developed and supported. 

	Taking ownership 
	Is clear on what needs to be done encouraging others to take ownership. Takes action when required, being mindful of important aspects such as Health & Safety, Equality, Diversity & Inclusion, and other considerations. 

	Forward thinking 
	Drives the development, sharing and implementation of new ideas and improvements to support strategic objectives. Engages others in the improvement process. 

	Professional pride 
	Is professional in approach and style, setting an example to others; strives to demonstrate excellence through development of self, others and effective working practices. 

	Always inclusive 
	Builds effective working relationships, recognising and including the contribution of others; promotes inclusion and inclusive practices within own work area. 


	Key relationships with others





Senior Manager - Participation and Engagement


Sports Participation Manager


Colleagues 


Line manager


Role holder


Key stakeholder relationships


Direct Reports


Students
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