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The Role and Responsibilities of the Musselburgh and District AC (MDAC)
Club Development Officer

Responsible to:	Musselburgh and District AC Board of Trustees and scottishathletics

Direct reports:	 N/A

Responsible for:	Supporting the growth of the club and connecting with the local community, broadening membership, increasing volunteer numbers and building a more representative and inclusive club of the community we operate in. 

Key tasks will include:
· Ensuring our governance is of the highest quality. 
· Ensuring our Club Development Plan is developed and implemented. 
· Ensuring our marketing is targeted at the groups we want to engage and of high quality.
· Explore the strengthening of club pathways with the aim of keeping more people in the sport.
· Support the existing volunteers to ensure they are motivated and recruit new volunteers.
· Linking with other local community organisations to promote and increase membership of MDAC. 
· Reaching out into the community to attract under-represented areas of society into the club, for example, people in SIMD bands 1-3 and from refugee and minority ethnic groups.
· Supporting the club’s fundraising activities including increased membership, corporate sponsorship and new grants.
· Supporting the Club in appropriate responsibilities linked to the role as set out by the Board of Trustees.  
  

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
	· Administration experience
· Active involvement in a community sports club
	· UKA Athletics Coach/Level 2 with relevant experience 
· Sports related degree/qualification 
· Holder of a current, full UK driving licence and use of a vehicle 
· First aid certificate

	Work and other experience
	· Experience of working within a sports club or Third Sector environment and reporting to a Board of Trustees
· Experience and knowledge of working with volunteers
· Experience of organising events or sports sessions to attract new participants
· Experience of successfully developing and maintaining effective relationships with a wide range of stakeholders
· Experience of promoting sport via social media and other formats
· Experience of fundraising and sponsorship 
· Strong knowledge and experience of MS Excel, MS Outlook, MS Word and CRM systems
	· Experience of community development work
· Knowledge and understanding of athletics development pathways for athletes and coaches
· Knowledge of the wider aspects of the national strategy for scottishathletics

	Skills
	· Ability to build effective working relationships
· The confidence to communicate clearly both internally and externally with stakeholders through strong verbal and written communications skills
· Ability to remain flexible and adaptive to club needs
	· Ability to plan, manage and deliver athletics sessions successfully 

	Disposition and personal qualities
	· Self-disciplined and organised with excellent time-management skills and an ability to work effectively and remotely
· Innovative and forward-thinking with a positive attitude
· Respectful, trustworthy, enthusiastic and hard-working 
· Commitment to personal development and a willingness to learn from others
	· A proven track record of achievement to date in either your work or education career



Application Process
Applicants should apply by submitting the application form and covering letter (addressing how the applicant’s skills and expertise fit with the job role and person specification), marked “private and confidential”, to opportunities@scottishathletics.org.uk. 

The closing date for applications is noon on Friday 2nd October 2026 with interviews taking place on Monday 19th October 2026.

Incomplete applications and those received after the closing date will not be considered. 

scottishathletics is committed to equality of opportunity and treats all applicants fairly and consistently in accordance with the requirements of the Equality Act 2010 and the Rehabilitation of Offenders Act 1974 (as amended). 

scottishathletics is not approved by UK Visas and Immigration to act as a licensed sponsor, and as such, this role is not eligible for sponsorship. Any offer of employment would be subject to proof of existing right to work in the UK, satisfactory background check, and references. 

If you require any reasonable adjustments, please email opportunities@scottishathletics.org.uk
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