SPECIAL OLYMPICS ONTARIO - AURORA

 TEAM MANAGER, SOCCER
PURPOSE

To oversee the soccer program, and to coordinate, document and maintain athlete and volunteer records pertaining to the program.  
QUALIFICATIONS

· Thoroughness in record keeping and documentation.

· Strong administrative and communication skills.

· Enjoyment working with athletes with an intellectual disability.

DUTIES AND RESPONSIBILITIES

· Oversee the soccer program.

· Finalize arrangements for training sessions including facility, equipment, etc. (note: the facility has been arranged for Saturdays from 10:00-11:30 am)
· Submit annual facility permit application. 

· Distribute and collect completed athlete and volunteer paperwork (registration forms, Atlanto-Axial examination forms from athletes with Down Syndrome, athlete health histories).

· Liaise with Community Volunteer Coordinator when more volunteers are required.

· Orient new volunteers to the practice facility (including facility rules and regulations).

· Record athlete and volunteer attendance.

· Arrange for transporting club members to invitational competitions.

· Collect and record competition registration fees.

· Manage the club’s finances and communicate with the Community Treasurer.

· Prepare a report for and attend monthly Special Olympics Ontario – Aurora executive meetings.
· Within 1 year of assuming the Head Soccer Coach position, enroll in the one day NCCP Special Olympics Community one day course (funding is provided)

TIME REQUIREMENTS

· Two to four hours per month at home completing record keeping and follow up (during soccer  season in the summer).

· One to two hours per week on occasion at the sport club practice 
· Two hours per month at executive meeting (Head Coach can attend in Manager’s absence)

· Competitions as required 
· Position is available effective immediately, with the soccer season to commence in late spring, 2012
TRAINING AND ORIENTATION

· The Sport Club Manager will be provided with a Sport Club manual to maintain records and keep documents filed.  The Community Registrar, Volunteer Coordinator, and Sport Technical Coordinator are additional Special Olympics resource people.

For more information about this position, please contact Nancy Black: aurora.coordinator@specialolympicsontario.ca 
