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	POSITION TITLE:
	Community Programs Manager

	REPORTS TO: 
	Programs & Participation Manager

	DEPARTMENT:
	Programs & Participation

	ORGANISTIONAL LEVEL: 
	Clerks Private Sector Award 2010 – Level 4

	LOCATION: 
	Sydney Uni Sport & Fitness Head Office, Sports & Aquatic Centre, Darlington Campus

	EMPLOYMENT STATUS: 
	Permanent Full time


	HUMAN RESOURCES STATUS

	Does this position fall under the definition of Child Related Employment?
	YES

	Does this position require incumbent to undergo criminal reference check?
	YES

	Does this position require incumbent to demonstrate good driving record or possess a specific drivers licence?
	YES

	Will the incumbent be required to make disclosure of pecuniary interest?
	YES

	Could there be a conflict of interest with a secondary employment?
	YES


	Primary Internal Contacts/stakeholders
	All Sporting Clubs

Facility, Operations and Grounds Managers & Supervisors 

Marketing & Memberships department

Finance & Administration department

	

	Primary External Contacts/stakeholders
	Business Partners & Program Sponsors

IMG Sports Technology
Kingsgrove Sports

Sydney Markets

Community Groups, Public & Private Schools

The University of Sydney


Incumbent:


Libby Horsley

General Description
The Community Programs Manager reports to the Programs & Participation Manager and works closely with a small management team in the Programs and Participation department; whose roles are primarily concerned with maximising participation and enhancing the ‘University experience’ through sport and recreation. 
The Community Programs Manager is responsible for the organisation, promotion, development and implementation of programs for school-aged children from associates of The University of Sydney and/or its local community. These programs include: School Holiday Sports Camps, School Sport, Special Events and other Community Engagement programs. During each school holiday period the School Holiday Sports Camps program hosts approximately 800-1000 children aged between 5 and 15 in holiday camps that include multisport, tennis, soccer, netball, water polo, swimming, cricket, basketball, rugby union, AFL, rugby league and hockey. This program is a key source of commercial revenue for the organisation while also providing excellent links to the local community. During school term, the School Sport program invites local primary and secondary schools to The University of Sydney, providing opportunities for them to participate in a variety of sport and recreation activities on campus. 
The Community Programs Manager will deliver a high level of customer focused service through these programs, while at times providing the external face representing the University’s community and social interaction. 
You will also be required to demonstrate a proficient ability to operate in a commercial environment, maximising the resources employed to deliver an acceptable revenue contribution. Flexible work hours are a requirement of the position.  Some evening and weekend work will be required.

Duties to include:

1. School Holiday Camps

· Organise, promote and implement the School Holiday Sports Camps program.
· Coordinate all camps logistics and administration including booking venues, recruiting and training staff, setting the program with wet weather contingencies, equipment, purchase and distribution of apparel, confirmation letters, staff packs, handling customer enquiries and so forth.

· Manage the finances for the program including generating the annual budget, monitoring monthly accounts, processing enrolments, invoicing and processing payments, reconciliations with IMG Sports Technology.    

· Ensure all staff have appropriate accreditations and are trained in policy and procedures.  Brief and debrief staff each camp period.

· Marketing and promotion including camp brochure design and distribution, maintenance of database, advertising, newsletter, website.

· Manage relationships with sponsors ensuring all service requirements are met.  Secure new sponsors.

· During camps provide excellent customer service and supervise each camp paying particular attention to child safety (OH&S and childcare guidelines must be met). 

· Manage the relationship with IMG Sports Technology, Kingsgrove Sports, Sydney Markets and other relevant sponsors.

· Provide reports to the Programs & Participation Manager and the Finance & Administration Manager at the conclusion of each camp period, or as required.
· Expand the program as opportunities arise. 

2. School Sport/Special Events
· Organise, promote and implement the School Sport program, utilising SUSF facilities.

· Recruit and manage casual staff.  Ensure all staff have appropriate accreditations and are trained in policy and procedures.

· Where required, oversee casual staff to ensure minimum standards are met.  
· Design and implement lesson plans that meet the NSW syllabus requirements where necessary.  

· Administration including booking venues, equipment, staff uniforms.

· Managing the finances including budget development and application, invoicing, processing payments.

· Marketing and promotion of the program including maintenance of schools database.

· Liaise with other external stakeholders for special events and other community engagement activities. 

3. Other Duties / Special Projects

·       Co-ordinate camp directors and coaches to attend coaching courses, education practices seminars and other relevant professional development.

· Ensure the successful management and performance of relevant programs by preparing and monitoring operating plans, budgets and policies and procedures.

· Assist with the implementation of Sydney Uni Sport & Fitness promotions at special events including: Orientation Week, International Student’s Orientation, Courses and Careers Day, Information Day, etc.

· Maintain relevant Sydney Uni Sport & Fitness web pages, ensuring information is kept up to date.

· Provide quarterly operating reports and other reports from time to time as requested.

· Represent the Programs & Participation department at Sydney Uni Sport & Fitness meetings, Club activities and University events as required.

· Perform other duties as directed by the Programs & Participation Manager and Executive Director.
Qualifications & Experience
· Essential
· Tertiary qualification in Community, Sport and Leisure Management/Education-Human Movement/Exercise   Sports Science, or an equivalent combination of relevant experience, education and/or training.

· Previous experience in the management of sport and recreation programs and/or the community, sport and leisure industry.

· Ability to meet targets and experience in developing and applying financial management including budgeting and reporting.

· Knowledge of Child Protection policies and procedures as well as safe work practices in relation to working with children & childcare.

· Superior organisation, time management, interpersonal and communication skills.

· Ability to work independently and as part of a team.

· Computer literacy with spreadsheets, databases and general Microsoft applications.

· Current driver’s license.

· Working with Children’s check.

· Desirable
· Tertiary qualifications in Business/Commerce and or Sports Management or Similar

· Current CPR Certificate and Senior First Aid certificate
· Competent in OH&S Legislation and risk management practices in NSW

· Experience in managing large diverse, transient and seasonal casual staffing base

· Attention to detail

Accountability

· This position reports to and is accountable to the Sydney Uni Sport & Fitness Programs and Participation Manager. 

Conditions of Employment

· The position is in accordance with the terms and conditions of the Employment Agreement and relevant industrial award. 

· The successful applicant will be required to complete a Police Records Check and Working with Children Check as per NSW Government Legislation.

· The position has a 12 week probationary period.

· The availability to work a 5 day week plus flexible/extended hours as required to meet the demands of the position and commensurate to the level of the position.

Signed and Accepted by:

Date: 

______________________

Employee:
 _____________________

Signature: _________________           

Manager:
 _____________________

Signature: _________________
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