Position Description

Position Title: Learn to Swim Instructor
Grade: B

Department: Aquatics and Leisure
Reports to: Team Leader — Learn to Swim
Direct reports: N/A

Date: January 2026

Position Purpose

The position will play a pivotal role in the implementation of the Ripples Member Retention Strategy.
Key duties include proactive lesson supervision to always ensure the safety of staff and customers,
lesson prescription to a wide variety of customers and the development and delivery of the Learn to
Swim programs.

The purpose of this role is to positively engage with members in the Aquatic Programs and provide
water safety learning and development opportunities including programming.

Key Result Areas

1. Learn to Swim Instructor Responsibilities

Major Actions

Liaise regularly with Team Leader

Assist in the smooth running of the day-to-day operations within the department

Provide excellent customer service

Maintain appropriate communication channels with all customers and staff

Assist with stock takes and timesheets, as requested

Assist in the maintenance of a healthy, safe, and aesthetic environment which will comply
with internal policies and procedures

Provide suggestions on procedures to facilitate the efficient and effective running of the
department

Carry out delegated duties, requiring little or no supervision

Responsible for facility cleanliness

Recognise problems and make decisions which could be implemented to help resolve the
problem

Make contributions/feedback on the operation of the services, policies, and procedures in
place

Assist in the identification of preventative measures and strategies to ensure the smooth and
improved operation of the service on a day-to-day basis
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Key Result Areas

2. Training and Development
Major Actions
¢ Mentor and coach staff within the department as required
e Set clear team and individual goals and objectives and work towards achieving them
e Responsible for the efficient and effective level of communication between staff and
customers through ongoing training and development.
3. Problem Solving
Major Actions
e Respond to customer enquiries within department areq, as needed
¢ Provide guidance and counsel to staff
e Address staff and customer concerns and feedback, if escalated and resolve issues and
conflict
4. Operational Responsibilities
Maijor Actions
e Assist in interviewing prospective staff, as needed
e Delegating tasks and setting deadlines within internal team
e Address staff and customer concerns and feedback, if escalated and resolve issues and
conflict
5. Customer Service
Major Actions
¢ Provide effective service to Council customers, internal and the community
e Accurately identify the needs of customers and take appropriate action to satisfy customer
needs
e Present a positive image of Council
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Key Result Areas

6. Corporate Governance and Effective Work Practices

Major Actions

e Carry out work in line with relevant legislative and statutory requirements and [or industry
codes, practices and standards

¢ Adhere to Council's Code of Conduct, Values and relevant policies and procedures

e Take responsibility for and manage own work and contribute to a productive work
environment

e Accept and contribute to workplace change

e Undertake workplace tasks as directed

e Work cooperatively with others and use positive communication techniques

e Resolve workplace conflict in line with Council policy

¢ Undertake recordkeeping activities in accordance with Council's Records Management
business rules, procedures, policies and State Records Legislation

7. Work Health and Safety (WHS)

Major Actions

e Attend training as required

e Perform work in accordance with WHS policies and procedures

e Participate in consultative processes for the management of WHS

Qualifications, Experience and Specialist Skills & Knowledge

Essential

e Learn to Swim Instructor qualification

e Current First Aid and CPR Certificate

e NSW Working with Children Certificate

e General knowledge of the leisure/recreation industry

e Excellent interpersonal skills and communication skills

e Technical knowledge of swimming and swimming instruction

Desirable

o Austswim/Royal Life Saving/Swim Australi or equivalent Teacher of Infant and Preschool
Aquatics

o Austswim/Royal Life Saving/Swim Australia or equivalent Teacher of Competitive Strokes

e Austswim/Royal Life Saving/Swim Australia or equivalent Teacher of Adults

o Austswim/Royal Life Saving/Swim Australia or equivalent Teacher of Access and Inclusion
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PENRITH CITY COUNCIL CAPABILITY FRAMEWORK

Our Capability Framework provides a set of 25 capabilities, expressed as behaviours, which set out clear expectations about
performance and articulates what ‘good’ looks like in our organisation. The capabilities are grouped into 5 clusters: ‘Leading Best
Self, ‘Leading Human Connection,’ ‘Leading Optimal Results,’ ‘Leading People Authentically’ and ‘Leading Strategic Direction.’ The
capabilities act like building blocks and increase in complexity from the bottom to the top, as well as from left to right, across the
framework. The capabilities are shaded according to the expectation for the role, being ‘Core’, ‘Growth’, ‘Assumed’ or ‘Not in
Scope’ capabilities. The cumulative nature of the capabilities under each cluster, means an employee should be able to
demonstrate the behaviours required of each capability, up to and including the capability deemed ‘Core’ for their role. Please nots
Capability Mapping is subject to change and will be reevaluated from time to time. As such, you will be notified appropriately of any changes in the

future and issued with the relevant updated Capability Mapping. Employees refer to the

descriptors.

for the list of behavioural

LEARN TO SWIM INSTRUCTOR CAPABILITY MAPPING

LEADING

BEST SELF

LEADING
HUMAN CONNECTION

LEADING
OPTIMAL RESULTS

LEADING PEOPLE
AUTHENTICALLY

LEADING STRATEGIC
DIRECTION

INNOVATING

Creative thinker that finds
and implements new
ways of doing things

TAKING ACCOUNTABILITY

Reliably contributes,
follows policies and
procedures, upholds
organisational values and
keeps promises

INFLUENCING

Can think on their feet and
persuade a group of
individuals towards their
ideas and thinking

LEADING PROJECTS AND
CHANGE

Leads projects and
change initiatives,
demonstrating the ‘art’
and ‘science’ of project

LEADING
ORGANISATIONAL
CULTURE

Emanates inspirational
and authentic leadership,
walking the talk, creating

CREATING
ORGANISATIONAL VISON
AND STRATEGY

Creates a compelling
vision and strategy to meet
the needs of the

and change a culture of trust and community both now and
management leading through into the future
ambiguity
FACILITATING DISCUSSION | WORKING FOSTERING TEAM DEMONSTRATING BUSINESS
COLLABORATIVELY EFFECTIVENESS ACUMEN AND PLANNING

Confident in presenting
ideas to a group,
facilitating discussion and
managing group
dynamics

KEY:

ASSUMED CAPABILITY

Actively networks, builds
relationships and works
with others cross-
functionally and/or with a
broad range of
stakeholders, to drive
stronger results

PLANNING AND
ORGANISING

Prioritises tasks and works
in an organised way to
get things done effectively

Builds a supportive and
collaborative team
environment, fosters
team spirit and trust

Understands business
principles and financial
implications and uses this
to optimise business
performance and inform
strategic planning

LEADING WITH COURAGE

Confident in having
difficult conversations
and is able to provide
constructive feedback
whilst maintaining the
relationship

DECISION MAKING

Makes decisions which are
strategic and likely to have
long-term impacts

LEADING A TEAM

Leads a team to perform
by delegating effectively,
setting clear expectations
and providing feedback
on performance and
behaviour

MANAGING RESOURCES

Effectively manages
budgets, time, costs and
other resources

MENTORING OTHERS

Mentors others to help
them learn and develop

ANALYSING AND
INTERPRETING

Uses analytical thinking to
critically evaluate
information and data in
order to provide
meaningful insights

NOT IN SCOPE
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https://penrithcitycouncil.sharepoint.com/sites/im-personnel/emppgm/Capability%20Framework%20Mapping/Forms/AllItems.aspx?csf=1&web=1&e=0JkLmk&cid=4059a0fd%2D6a13%2D4b4a%2D91cb%2D6b31bb2bc364&FolderCTID=0x012000F1CB7834AF40FD4B8611D164C3CBBCFA&id=%2Fsites%2Fim%2Dpersonnel%2Femppgm%2FCapability%20Framework%20Mapping%2FSupporting%20Resources%2FCapability%20Framework%20Guide%5FPenrith%20City%20Council%5F2022%2Epdf&parent=%2Fsites%2Fim%2Dpersonnel%2Femppgm%2FCapability%20Framework%20Mapping%2FSupporting%20Resour
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