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The Role and Responsibilities of the Dundee Hawkhill Harriers Club Development Officer

Responsible to:	Dundee Hawkhill Harriers Board and Scottish Athletics National Club Manager

Direct reports:	Not Applicable

Responsible for:	To support Dundee Hawkhill Harriers in strengthening community links, develop community initiatives, increase and retain volunteer workforce, and increase club membership.  

Key tasks will include:

· Support the Board of Trustees to ensure effective governance, develop policies and procedures, and implement and deliver the club development plan.
· Attend club Board of Trustees and committee meetings.
· Increase the profile of Dundee Hawkhill Harriers.
· Lead the recruitment, development and retention of club volunteers, coaches and officials.
· Nurture the volunteering culture within the club, including ensure parents of young athletes are engaged and given the opportunity to volunteer.
· Increase membership through active monitoring of the junior waiting list, organisation of additional sessions, and recruitment of volunteer coaches.
· Establish and co-ordinate a new programme of community-based Athletics sessions at the direction of the Board of Trustees.
· Develop and nurture partnerships across the city and surrounding areas as well as wider sports organisations.  This includes working with key partners such as Active Dundee, Active Schools, educational institutions in the city, and local businesses.  Attend identified schooling events and establish a formal link to club activity.
· Organise a co-ordinated community holiday programme in Easter, Summer and Autumn.
· Support the transition of athletes into the main club coaching programme from the Active Dundee Run, Jump and Throw programme.
· Secure funding grants and attract sponsorship.
· Actively explore new opportunities for club expansion.
· Any other areas of work as deemed appropriate by the club line manager or steering group.

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
	Business development or sports development degree/qualification or relevant experience

	Athletics Coach or Athletics Assistant Coach qualification
First Aid certificate
Valid UK driving licence
Access to transport

	Work and other experience
	Experience of coaching a variety of groups: different age ranges including primary and secondary
Experience of working within a volunteer club environment
Experience of working effectively with partners
Knowledge and understanding of issues affecting Athletics clubs
Experience of initiating, delivering, and evaluating projects
Experience of supervising projects and people
Knowledge and understanding of sports development pathways
	Experience of working in a sports development environment
Knowledge of national sporting/physical activity initiatives and strategies 
Knowledge and understanding of Athletics development pathway

	Skills
	IT skills (word, excel) and experience 
Ability to build effective working relationships
Excellent organisational skills 
Well developed communication skills 
Ability to prioritise competing deadlines and projects
	
Experience of sourcing and securing funding

	Disposition and personal qualities
	

Ability to undertake flexible working hours including occasional evenings and weekends
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