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	Role Title:

	Club Business Manager (new role)
	Reporting to:
	President

	Monthly Hours:

	32 per calendar month
	[bookmark: _GoBack]Salary per annum:
	£5,760 @ £15 per hour

	Overall Purpose: 

	
To manage Pitreavie AAC on an ongoing basis, ensuring governance and administrative requirements are met while promoting the Club to achieve it’s objectives to foster the advancement of public participation in Athletics as a sport in the community and to provide recreational facilities to improve conditions of life.


	
 Key Areas of Responsibility:

	
· Implementation of process and oversight of governance for all Club documents
· Maintenance of database for Club coaching licenses and management of timely renewals
· Ongoing maintenance and development of Pitreavie AAC website (training to be provided)
· Club Strategy / Development Plan / Mission Statement (in conjunction with Executive)
· Development and implementation of a marketing strategy for the Club to promote athletics, the Club and it’s projects in the community 
· Developing strong relationships with key partners in the local community
· Business Development including use of Clubhouse to external parties
· Management of Administration staff and Clubhouse Manager
· Oversight of the Club Welfare Officer activities
· HR requirements
· Management and annual renewal of Clubhouse buildings and contents insurance (with Risk & Governance Manager)
· Updating and maintenance of Club achievement records 
· Maximisation of Club income from Gift Aid
· Fundraising
· Identifying and applying for appropriate grants and trusts
· Work with Executive to recruit, retain, reward and develop club volunteers
· Liaison with / quick escalation to Executive Officers as required.



	Additional Information: 

	· Additional activities as identified by the Pitreavie AAC Executive
· Key areas of responsibility may change as the role evolves
· Support to be provided, where required, by relevant members of the Pitreavie AAC Executive.












Personal Specification

	Factor
	Essential
	Desirable

	
Experience & knowledge
(in an employed or voluntary
capacity)


	· IT skills and experience
· Experience of working effectively with partners
· Experience and knowledge of working with volunteers
· Experience of initiating, developing and delivering small projects / workstreams

	· Experience of working in a sports environment
· Knowledge of national sporting/physical activity initiatives & strategies
· Knowledge and understanding of issues affecting athletics clubs
· Experience of supervising people



Competencies – Skills & Knowledge

	Factor
	Essential
	Desirable

	Leadership
	Ability to: 
· Motivate and support others to take action / participate
· Establish clear goals
· Be open to ideas

	

	Managing Delivery
	Ability to:
· Plan and prioritise workloads – short and long term
· Manage resources to ensure work is completed efficiently and deadlines / requirements are met despite obstacles.

	· Experience of sourcing and securing funding

	Change Management
	· Ability to successfully adapt to and manage effectively changing situations
· Proactive in improving existing activities and processes

	

	Relationship Building
	· Have experience of working with a variety of different groups
· Ability to work with club Executive, members and other partners in a manner which gives them confidence in your intentions
· Understand and meet partner needs,
keeping them updated

	

	Communication & Organisation
	· Excellent organisational skills
· Ability to communicate with others in a positive and influential manner
· Ability to ensure relevant information is
communicated to the right people, in the
right style, at the right time

	

	Additional Requirements
	· Satisfactory Disclosure Scotland / PVG Check
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