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POSITION DESCRIPTION

Position Title:
Sports Development Coordinator Touch Football Tasmania/

Competitions Coordinator Southern Touch
Reporting To:
TFA Regional Manager East & General Manager Southern Touch
INTRODUCTION 
Touch Football Australia Incorporated (TFA) is the governing body for the sport across the nation.
On 25 June 2005, the structure of the organisation changed to a Unitary Model, where the Affiliates are the members and the State Bodies became branches of TFA. It is anticipated that this structure will assist the overall development of the game and provide the highest level of service to its members.

In partnership with Southern Touch Association, TFA will be advertising this hybrid role to develop the sport in Tasmanian and help manage Southern Touch competitions in Hobart.  The role will have dual reporting lines – one to the TFA Regional Manager East and the second to General Manager of Southern Touch.  It is envisaged the responsibilities of the role will be evenly distributed between TFA and Southern Touch.
The TFA component of this position will be responsible for junior development and technical development across the whole state of Tasmania and will not be purely based in Hobart.  There will be a requirement for the incumbent to be available to work flexible hours outside normal working hours, including evenings.
LOCATION
Hobart, Tasmania
JOB DESCRIPTION
A.
Primary Purpose of the Role

To assist in the:

· coordination and drive the delivery and expansion of TFA programs
· Affiliate Service 
· Technical development
· Promotion, conduct and administration of all Southern Touch Competitions.
B.
Job Responsibilities

TFA – Sports Development Coordinator

AusTouch and Junior Development Programs

· Provide operational support to the junior infrastructure of the sport, including the school system and affiliated competitions.
· Develop and enhance opportunities for the development and growth of junior competitions and/or AusTouch Centres.
· Increase Junior participants within the sport across the state.
· Conduct clinics at local schools and other private schools in order to recruit junior players for Junior Competitions 

· Communication of competitions and gala days to primary and secondary schools, and colleges linking to the local club.
· Provide logistical support to staff and volunteers where required.
· Maintain the schools database.
· Be available for weekend work where applicable, eg. TFT State Cup.

Affiliate Support

· Execution of affiliate needs as requested from data collected via the ASET Program.

· Assist in growth & sustainability of infrastructure & work closely with staff to achieve goals.
· Deliver of technical courses throughout the state
Data collection and program evaluation

· Report to TFA all relevant data relating to statistics, participant numbers, database or any other requirement as directed by TFA.
· Evaluate relevant programs on an ongoing basis and provide reports of findings.

Administration

· Assist as required in the conduct of TFT Competitions and Events.
· Be available to attend all meetings as required by relevant Management.
· Attend to all incoming correspondence relating to the position by written reply where necessary.
· Be conversant with the rules, procedures and constitution of TFA.
· Ensure a good working knowledge of the complexities associated with the TFA Insurance scheme.
· Attend all professional courses, workshops and or meetings which will add to the development of the skills of the position.
· Submit reports and budgets as requested to TFA.

· Actively assist with development and implementation of operational plans for the Sport Development component of the relevant Strategic Plan
Budgeting and Financial Support
· Ensure all accounts are forwarded to the appropriate TFA Officer for processing.
· Work in conjunction with TFT to prepare budgets for development.
· Monitor and take action where necessary to follow up sundry debtors.
Southern Touch – Competitions Coordinator

Competition Coordination 
· Competition coordination of an evening during competition times. 

· Management of referees prior to and during competition times. 

· Deal with member enquiries and issues arising from competitions in an appropriate manner and/or record and report to General Manager. 

· Canteen/Bar service (including Responsible Service of Alcohol). 

· Opening up/locking up of Competition Venues and controlling lighting where necessary. 

· Cleaning of Competition Venues. 

· Adjudicate time keeping ensuring that games run on time. 
Competition Administration 
· Collect and receipt team registration payments. 

· Assist General Manager with allocation of referee payments as required. 

· Assist General Manager with updating and administering game results and statistics. 

· Assist in the identification and recruitment of potential referees. 

Administration 
· Assist general office and administration duties as required by the General Manager. 

· Assist General Manager to organise and administer all and any competitions conducted by Southern Touch including promotion, team entry receipting, rostering and data entry. 

· Assist General Manager with advertising and promotion of Southern Touch and Touch Football through means including but not limited to flyers and Internet. 

· Assist with maintenance of Southern Touch membership database. 

· Answer phones and deal with customer enquiries. 

· Adhere to and implement Southern Touch Constitution, Policies and By‐Laws. 

· Monitor stock usage and re‐stock as required. Report to General Manager when stock levels require replenishment. 

C.
Key Relationships

· Work under the direction of the TFT Business Development Coordinator and General Manager of Southern Touch. 

· Work closely with and under the direction of the Southern Touch Board of Management and other Association volunteers. 

· Work with relevant TFA personnel in the Sports Development Unit as well as the Business Operations Unit. 
· Work with relevant state association committees and staff.
· Work closely with and build rapport with members and key volunteers including TFT affiliates, Technical Panels, the school system, referees and TFT State Council. 
D.
Key Selection Criteria

· Demonstrated success in the delivery of sporting programs.

· Well-developed interpersonal and communication skills (oral and written) and proven ability to relate to people at all levels.

· Demonstrated negotiation and facilitation skills.

· Highly responsible, self motivated and able to work without direct supervision.

· Well-developed organisational and time management skills.
· Ability to evaluate and improve policies and procedures with a problem solving approach.
· Excellent understanding and application of Customer Service Principles.
· Demonstrated computer literacy relating to competition management and competency in Microsoft Office programs.

· Proven experience working with volunteers in a non-profit environment.
E.
Qualifications/Experience

Essential 
· Over the age of 18 (due to bar licensing requirements).
· Current Australian Drivers License and have own means of transport. 

· Responsible Service of Alcohol Certificate – or willingness to undertake. 

· Level 1 First Aid Certificate – or willingness to undertake. 

Preferred/Desirable
· Experience in sports administration, management and/or conducting competitions or equivalent.

· Tertiary qualifications in sport management or related field are desirable.

· Knowledge of the sport of touch football.
· Experience with Sportsware or alternative/similar competition software.

· Touch Football related qualifications in Refereeing, Coaching and/or Selecting.
· Certificate IV Workplace Assessment and Training.
F.
General Requirements

· Capacity to work outside of normal working hours and undertake travel as required.

· Current drivers licence.
· Display a high quality of personal appearance and conduct fitting of the position.
· Always observe strict confidentiality.

· Promote Touch Football internally and externally

· Be able to work well within a team environment.

· Willing to work under the provisions associated with the Certified Agreement of TFA and abide by the policies of the organisation.
· Work within and promote via action the TFA Corporate Culture. 
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