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Position Description 
Competition Coordinator x 4 (Net Set Go, Junior year 5-6, Junior year 7-8, Junior 9-12/Open)

	Job Purpose
	The Competition Coordinator will work with the Coaches and Team Managers of the relevant competition to ensure they have the support and information necessary to manage and coach their teams effectively. All competition coordinators must work together to ensure process and communication is consistent across the Club and Competitions.
The Competition Coordinator is responsible for managing the role and communication with coaches and team managers in the relevant competition, and appointing coaches to the teams in discussion with Coach Coordinator. 
The Competition Coordinator is responsible for ensuring that all new and returning members are registered to the club in the correct manner.  The Competition Coordinator liaises closely with both the Treasurer and Secretary to ensure that registration fees are up to date, and all membership details are recorded correctly on the Club’s register of members.

	Job Responsibilities
	Key roles and tasks
· Work with the Dynamites 9-12/ NetSetGo/ Junior Coordinators to open registrations for the team registrations in early/mid-December.
· Update the registration form in PlayHQ to collect information regarding players experience and preferred positions. 
· Set up and monitor the Club’s online membership registration forms.
· Liaise with the Club President and Treasurer on the establishment of registration dates, fees and processes. 
· Be the main point of contact for enquiries from current and prospective club members with regards to registration for the competition. 
· Manage and maintain the club membership database for competition – ensure it is accurate. 
· Allocate registered members to club teams to meet Association requirements and timeline. 
· Consult with the Treasurer to ensure that all members are financial prior to the start of the season.
· Ensure and manager refunds a per refund policy with Treasurer.
· Ensure the budget includes:
· Coaching and Umpire fees associated with grading.
· Specialist Coaching clinics
· Ensure competition team managers, coaches register with PlayHQ; (suggest this occurs after registrations have closed).
· Communicate with and provide information to team managers and coaches throughout the season (ie PNA updates, special rounds, organising subs if needed, weekly umpire roster etc)
· Review the PNA Annual Club Information Pack.
· Manage and communicate/market (if relevant) pre-grading/grading sessions.
· Communicate with Secretary or Club Communications role to communicate things that impact competition and share relevant information with Secretary/Communication to post on social media/newsletter and website.
· Review PNA Handbook and update the Guide for Team Managers with Senior 9-12 Coordinator.
· Prepare reports for monthly committee meetings.
· Attend monthly committee meetings
· Monitor emails throughout year and respond within 24-48 hours
· Coordinate / assign role to someone to organise end of season wind up and player awards.



	Appointment
	1 year term.  Elected at the Annual General Meeting.

	1. The position is required to undertake:
· Netball Australia Safeguarding Children and Young People - – 30 minute online learning
· First Aid for Sport – a short 15-minute online overview (unless you already hold a first aid training – please send a copy of current certificate).
· Play by the Rules – Child Protection and Safeguarding Course
· Undertake the annual PNA training on how to use PlayHQ (1.5 hours)
· Attend the annual training on PNA General Club Meeting (early March) (1 hour)
· Attend the annual training on PNA on Grading (early Feb/ March) - (Net Set Go Coordinator excluded)
· Have a valid Working with Children Card.
2. The successful candidate for this role may also be subject to a National Police Criminal History Check prior to appointment.
3. Must review and comply with all Dynamites Policies https://dynamitesnetballclub.com.au/policies/   
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