
 
 

Position Description  

 
 

Position Description – Gym Venue Manager 

 
 

JOB TITLE Gym Manager – Melbourne Cheer Academy Box Hill 

POSITION TYPE Full-Time 

REPORTS TO National Operations Manager 

PRIMARY LOCATION Box Hill North, VIC 

 

 

POSITION DESCRIPTION 

 
 

Position purpose 

The Cheerleading Gym Venue Manager is responsible for the oversight of the center 
and its staff, facilities, and programs. The Venue Manager is the leader of the venue.  

The Venue Program Director and all administration staff report to the Venue 
Manager. 

Primary Tasks 

ROLE AND RESPONSIBILITIES  
 
Key accountabilities 
 

● To operate the gym and be in line with the budget expectations by achieving 

the goals and targets as set out in the annual business plan and budget. 

● Provide mentoring, coaching, feedback, and directing to the other venue staff 

● Look for methods to improve business quality, efficiency and productivity, 

reduce costs, increase profits, improve control measures 

● Work collaboratively to develop and/or improve systems, processes, controls 

and procedures that improve the overall efficiency of the business and ensure 

excellent client service relations 

● Provide timely, accurate and complete reports on the operating condition of 

the cheerleading gym  

● Oversee daily operations of the cheerleading gym. (Customer Service, IT, 

Marketing, Sales, Finance, Facility Cleanliness and functionality, Equipment, 

etc.)  
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● Actively promote membership and aid in the collection of fees as needed 

● Drive a child safe culture across the business 

● Maintain a safe workplace 

● Deliver great service and quality to customers 

● Learn about and adhere to all company policies 

● Follow the law and all reasonable company instructions and directives  

● Perform other duties as required 

Business performance 

● Maximise business growth and results 

● Deliver consistent operating standards 

● Identify and address performance gaps in operating standards  

● Make appropriate decisions in line with business standards  

● Positively promote your employer 

 

Other Duties 

● Fulfil duties as required by management and other personnel. 
 

This job description serves to illustrate the scope and responsibilities of the position and is not 

intended to be an exhaustive list of duties. You will be expected to perform other job related 
tasks requested by management and as necessitated by the development of this role and the 

development of the business. 
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PERSON SPECIFICATION 

 
 

Overview 

This position requires a dynamic individual with a strong foundation in operations management 

and coordination, capable of fostering a positive, collaborative atmosphere. 

  

● Excellent understanding of business functions of HR, Finance, marketing, leadership, 

etc.  

● Excellent interpersonal and customer service skills  

● Aptitude in decision-making and problem-solving 

● First-Aid Certification 

● Strong understanding and support of the mission, vision, and values of Belgravia All 

Star Group  

Experience 

Management experience 
Financial management experience 

HR management experience 

Knowledge 

Comprehensive understanding of financial management and business growth practices 

Skills and Competencies 

● Financial Acumen: Understanding of budgeting and financial management, with the 
ability to monitor expenses and optimize resources for maximum efficiency. 

● Customer service focused: committed to providing exceptional customer service when 
dealing with students, customers, other staff and any other visitors. 

● Facility Management: Knowledgeable in maintaining venue facilities, including 
equipment upkeep, safety inspections, and compliance with health and safety regulations. 

● Communication: the ability to communicate clearly/concisely and interpersonal abilities 
● Marketing and Promotion: Experience in developing marketing strategies to promote 

events and the venue, utilizing social media and other channels to attract clients. 
● Teamwork: willingness to assist and support others as required and get on with team 

members 

● Time management/organisation: accomplish objectives effectively within time frame 

given, and carry out administrative duties in an efficient and timely manner. 

Personal Attributes 

● Professional approach  

● Confident manner  

● Positive approach to change  
● An outgoing and can-do attitude 

Other 
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● Current Working With Children Check (essential) 

● Current First Aid Certificate (HLTAID004) (essential) 
● Ability to work weekends and additional hours 

 

KEY PERFORMANCE INDICATORS (KPI’S) & REPORTING REQUIREMENTS 

 
 

Key Performance Indicators  

Key Performance Indicator (KPI) targets will be set on a quarterly / bi-annual or annual basis as 

agreed with management and in line with the business’ overarching strategic goals. KPI’s may 

include: 
 

● Student Number Growth: Actively driving and analysing growth activities through 

marketing, recruitment and retention initiatives 

● Budget Expectations: To operate the gym and be in line with the budget expectations 

by achieving the goals and targets as set out in the annual business plan and budget. 

 

Reporting Requirements 

 
The Venue Manager is required to report to the General Manager as prescribed. The 

frequency and nature of the reporting will be determined by the General Manager. Potential 

reporting requirements may include: 
 

● Budget Reports: Regular financial reports detailing expenditures, budget compliance, 

and forecasting. 

● Event Reports: Detailed accounts of event planning, execution, and post-event 

analysis. 

● Revenue Generation: Total revenue generated from events and services, compared to 

budgeted projections, with a goal of achieving or exceeding set financial targets. 

 
 

 

 

 

 

SAFEGUARDING OF CHILDREN & YOUNG PEOPLE 

 

 

Overview 

Belgravia All Star Group is committed to the safeguarding of the children and young people in 

our care.  We acknowledge the duty of care to safeguard, protect and promote the welfare 

of children and are committed to ensuring safeguarding practice reflects statutory 
responsibilities, government guidance and complies with best practice and Sport Integrity 
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Australia recommendations and requirements. Background checks and adherence to safety 

and conduct guidelines are mandatory. 
 

Driving Safeguarding Practices 

● Following guidelines set by National and industry bodies, act in the best interests of 

children in all situations and decisions.  

 
● Lead, motivate, resource, support and hold accountable others to achieve excellence 

in access and inclusion to connect all in the community, culminating in a standard of 

excellence confirmed through related achievements, acknowledgments, and awards. 

 

ACHIEVING DIVERSITY & INCLUSION 

 

 

Overview 

Belgravia All Star Group is an equal opportunity employer. We celebrate diversity and are 

committed to creating an inclusive environment for all employees. Background checks and 

adherence to safety and conduct guidelines are mandatory. 
 

Driving Diversity & Inclusion 

● Demonstrate motivation, passion and willingness to undertake actions to actively 
support access and inclusion to all facilities, programs, services, and employment, for 

all members of the community. 
 

● Lead, motivate, resource, support and hold accountable others to achieve excellence 

in access and inclusion to connect all in the community, culminating in a standard of 
excellence confirmed through related achievements, acknowledgments, and awards. 

 

 

WORKPLACE HEALTH & SAFETY 

 

 

Individuals (Worker) Accountability 

‘Think Safe Act Safe Be Safe’ at all times by: 

● Adhering to reasonable direction on health and safety matters 

● Reporting hazards, incidents, and near misses immediately.   

● Use and maintain any equipment provided for safety, health, and risk purposes.   

● Prioritise health and safety - Do not knowingly place themselves or others at risk of 

incident or injury.   

● Participate in formal and informal discussions regarding health, safety, and wellbeing 

matters.   
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● Safeguard the wellbeing of children by acting in accordance with our Code of 

Professional Conduct. 

Leadership Accountability 

● Implement safety, health, risk and environment policies and procedures.   

● Monitor WHS performance and compliance, initiate actions to improve performance.   

● Implement and document hazard and environment inspections, risk assessments, risk 

controls and corrective actions in accordance with the Belgravia safety management 

system.   

● Investigate incidents and implement actions to prevent reoccurrence, leveraging off 

the Belgravia incident reporting system.   

● Ensure liaison with employees and health and safety representatives, particularly on 

workplace changes.   

● Actively engage in the risk assessment and hazard identification process.  

● Facilitate and monitor rehabilitation of injured workers in conjunction with the 

Organisation’s Return to Work Coordinator.   

● Ensure all employees are inducted and are appropriately trained and competent to 

undertake duties relevant to their role. 

● Include WHS as an agenda item for relevant staff meetings to monitor issues and 

performance and to receive input of staff.  

● Escalate significant WHS risk, hazard, incident or injury to a member of the WHS team to 

ensure provision of technical advice and support.   

 

 
 

ORGANISATIONAL CONTEXT 

 

 
 

 Venue 
Manager 

 Program 
Director 

 Program 
Coaches 

 Reception Staff 

 
National Program  

Director 
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ACKNOWLEDGEMENT 

 

 

SIGNED BY YOU  

 

______________________________________ 

Employee 

 

______________________________________ 

Date 

  

SIGNED BY MANAGEMENT  

 

______________________________________ 

Manager 

 

______________________________________ 

Date 

 


