Template 4 – Example Role Description – Competition Co-ordinator
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Competition Co-ordinator
As the Competition Co-ordinator you play a crucial role in the success on the club. You will develop and implement an effective competition programme for members, recruit, train and development of team managers and help to co-ordinate a programme of training for team managers. 

Ideally, you’ll need to be:

· Willing to be PVG checked;

· Confident
· Good people skills
· Good at communicating and motivating with a good sense of humour;

· Organised with a willingness to learn.
· Motivating

· Patient and a good listener

· Knowledgeable about athletics and energetic

· Resilient
What you will do:

· Send out a list of key focus club competitions with dates, times and venues prior to the season (Summer/Winter)
· Confirm transport requirements to committee and treasurer for booking for each competition opportunity

· Ensure Team Managers are in place for each competition
· In conjunction with Team Managers administer and coordinate entries into all District and National T & F Championships as well as District and National Cross Country Championships
· where pre-entries are required, liaise with Team Managers to ensure entries are sent
· In conjunction with team managers approach and appoint Male Captain, Female Captain
· Allocate conveners for major T&F Home meeting.  E.g. Open meetings 

· Publicise and advertise Club Championships competitions using digital media and posters/fliers
· Liaise with Officials coordinator to ensure suitable coverage of officials for Club Championship meets (If applicable)
· Develop good relationships with athletes, parents and coaches

· Gather contact details for all athletes (including SA numbers) and coaches

· If athletes are under 18, keep parents up to date with all competition details.
· To undertake appropriate training for the role, i.e. Safeguarding and Protecting Children training;
How much time will it take?

This role in most cases will take approx 2 hours per week. 
What you’ll get out of it:

The satisfaction of being part of a team which is developing a club, in addition the experience of running community-based activities, can provide essential skills which may help in the job market. The influence you have on your team makes it an extremely rewarding and stimulating role.
Job Description Template – Competitions Co-ordinator
The template below provides some ideas for the type of skills and duties that can be included on a job description for a Competitions Co-ordinator. The duties should be amended, improved, added to or deleted to suit the circumstances of the club, but in particular to suit the person taking on the job e.g. their current commitments, skills, time constraints etc.

	JOB TITLE: 
	Competitions Co-ordinator

	RESPONSIBLE TO: 
	The Club Management Committee 

	SKILLS REQUIRED: 
	· PVG checked;

· Confident

· Good people skills
· Good at communicating and motivating with a good sense of humour;

· Organised with a willingness to learn.
· Motivating

· Patient and a good listener Resilient
· Knowledgeable about athletics and energetic




MAIN DUTIES:
1. Send out a list of key focus club competitions with dates, times and venues prior to the season (Summer/Winter)
2. Confirm transport requirements to committee and treasurer for booking for each competition opportunity
3. Ensure Team Managers are in place for each competition
4. In conjunction with Team Managers administer and coordinate entries into all District and National T & F Championships as well as District and National Cross Country Championships
5. In conjunction with team managers approach and appoint Male Captain, Female Captain
6. Allocate conveners for major T&F Home meeting.  E.g. Open meetings 
7. Publicise and advertise Club Championships competitions using digital media and posters/fliers
8. Liaise with Officials coordinator to ensure suitable coverage of officials for Club Championship meets (If applicable)
9. Develop good relationships with athletes, parents and coaches
10. Gather contact details for all athletes (including SA numbers) and coaches
11. If athletes are under 18, keep parents up to date with all competition details
12. To undertake appropriate training for the role, i.e. Safeguarding and Protecting Children training;
TIME COMMITMENT:…………………………………………… 

SIGNATURES:

