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Orkney Athletic and Running Club (SCIO SC051316) – Club Manager
Job Description and Person Specification

	Job Title
	Orkney Athletic and Running Club – Club Manager  

	Reports to
	Orkney Athletic and Running Club Board and scottishathletics

	Salary
	£7800 per annum, 10 hours per week

	Period
	3 years


	 
Purpose of the Job
Manage the day-to-day administration of the club and develop the club’s business operations

Key Accountabilities
[bookmark: _Hlk58496591]
· First point of contact for all club related queries, with particular lead role in communication with all relevant partners i.e. Scottish Athletics, Orkney Islands Council, Active Schools.  
· Work alongside the board to support the recruitment, development, retention and reward of all club volunteers, which includes coaches and officials.
· Identify the number of volunteers, staff and coaches required to meet sustainability needs of the club.
· Increase the visibility of the club, organise and deliver a social media strategy to engage and retain members within the athletics and running community. 
· Report progress against the existing club development plan, including reporting on club trips, events and competitions at relevant board meetings. 
· Review and update club policies and procedures, ensuring that examples of best practice are adhered to.
· Support the organisation and implementation of athlete/club member travel for competition and development opportunities.
· Oversee the overall club coaching structure and athlete pathway.
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Orkney Athletic and Running Club (SCIO SC051316) – Club Manager

Person 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
· An understanding of rural community life, its advantages and challenges


	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 board, members and other partners 
· 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

	· Valid driver’s licence
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