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The Role and Responsibilities of the Aberdeen AAC Club Manager


Responsible to:	Aberdeen AAC Club Board and Scottish Athletics National Club Manager

Direct reports:	Not Applicable

Responsible for: 

· Managing the day-to-day administration of the club, developing the club’s business operations and supporting the Community Manager.
· Payroll and administration associated with salaried club personnel.

Key tasks will include: 

· Managing the day-to-day administration of the club, including: compliance with OSCR as a SCIO.
· Implementing scottishathletics policies and procedures; answering and directing enquiries from new and existing members, partners, and external organisations. 
· Facilitating overall club development, including the strengthening of business operations and developing further income streams. 
· Creating and implementing the club’s comprehensive funding/fundraising strategy, including: engaging current and potential partners to obtain funding for operational costs and raise funds for special projects; maximising club income from Gift Aid; identifying and applying for appropriate grants. 
· Leading in marketing and communications to promote the sport of athletics, Aberdeen AAC and its projects. 
· Developing relationships with senior members and parents as a basis for recruiting volunteers. 
· Supporting the club leaders and volunteers where needed. 

General
Responsibilities shared, and to be fulfilled in coordination, with the Community Manager:
· Recruit, manage and educate personnel, including volunteers, to support the delivery of club administration, coaching and competition activities. 
· Increase the number of coaches and volunteers from poverty and low-income areas. 
· Maximise progression of participants from community sessions into Aberdeen AAC membership.
· Monitor and evaluate the community programme on a regular basis to monitor impact, measure outcomes and shape to ensure it meets the needs of the communities. 
· Deliver a coordinated community holiday programme in local Easter, Summer and October school holidays.
· Embed equality, diversity and inclusion within the club and through the club’s community programme.
· Strive to understand and remove any real or perceived barriers to participation. 
· Promote local activity via social media and other platforms. 



This job description is not to be regarded as exclusive or exhaustive. It is intended as an outline indication of the areas of activity and will be amended in the light of the changing needs of the organisation.



Candidate Specification

	FACTORS
	ESSENTIAL
	DESIRABLE

	
Qualifications and attainments
	
	· Holder of a current, full UK driving license and use of a vehicle
· Business Management/Sports      Development related degree/qualification or relevant experience

	
Work and other experience

	· Experience of working effectively with partners
· Experience and knowledge of working with volunteers
· Knowledge and understanding of issues affecting athletics clubs
· Experience of initiating, developing and evaluating projects
· Experience of supervising projects and people
	· Experience of working in a sports development environment
· Knowledge of national sporting/physical activity initiatives & strategies 
· Knowledge and understanding of sports development pathways (LTAD) 
· Experience of working within a commercial environment


	
Skills, Disposition and personal qualities
	· Leadership 
· Enthusiastic, energetic, hardworking, and approachable
· Strong knowledge and experience of Microsoft and CRM systems
· Has the ability to work with and motivate others
· Excellent organisational skills
· Well-developed communication skills
· Commitment to personal development and willingness to learn
· Ability to work with club members and other partners in a manner which gives them confidence in your intentions
· Understands & meets partner needs
	· Experience of sourcing and securing funding
·  Knowledge of and ability to   
       use social media
· Ability to prioritise competing deadlines and projects 
· Passion for engaging local communities to successfully engage in long-lasting local projects or programmes
· Be able to plan and prioritise workloads – short and long term
· Ability to manage resources to ensure work is completed efficiently
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