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JOB ID 36961
POSITION NUMBER: 00053468
BUSINESS TITLE: Sport Club & Community Program Coordinator
EMPLOYMENT GROUP: Management & Professional (AAPS)
JOB FAMILY: Athletics & Recreation
JOB CODE: 180501 — Athletics & Recreation, Level A
VP/FACULTY: UBCO - AVP Students
DEPARTMENT: UBCO - Athletics & Recreation
PAY GRADE: 6
SALARY LEVEL: A

JOB SUMMARY

The Sport Club & Community Program Coordinator is responsible for the effective leadership
and growth of the Competitive Sport Club stream within the Department of Athletics and
Recreation, as well as the Junior Heat and other community sport programs.

Providing a participation option between the intramural program and the fully funded high
performance varsity program, the competitive sport club stream is intended to provide a
competitive sport development environment in which student experience and leadership is at
the forefront. The Junior Heat program is the primary community sport outreach program
delivered by UBCO interuniversity sport teams. Working with student and community leaders
from the competitive clubs, and coaches and fellow administrators from the UBCO varsity
teams, the incumbent will develop and implement policy, procedures and practices to govern
programs in a safe, reputable, sustainable and accessible manner.

With the extent of community engagement, the Coordinator will contribute to the development of
an annual event plan and will work in close collaboration with the on-campus and off-campus
community partners to plan, organize and promote high-impact, high-quality on-campus and off-
campus events and programs.

ORGANIZATIONAL STATUS

This position directly reports to the Recreation Manager but works fairly independently on sport
club development and event coordination. As a member of the Athletics & Recreation staff
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team, the incumbent will work alongside other department staff, as well as coaching staff,
student leaders and varsity athletes to ensure seamless implementation of events and projects.

WORK PERFORMED
Major Responsibilities:

1. Sport Club Stream Management

- Responsible for the development, supervision, promotion, assessment, and administration of
Competitive Club Sports programs and policies.

- Works in cooperation with the Manager to establish and assess short and long-term goals for
the Sport Club program.

- Oversees allocation of resources and administration of services to competitive sport clubs.

- Develops and maintains sport club policy and procedures.

- Leads and liaises with Athletics and Recreation and other UBCO facilities and services to
explore enhancements to the club sport program and individual teams.

- Maintains accurate membership records, student-athlete registration, medical history records
and information including the oversight of team member eligibility in accordance with Club,
League and/or Canada West regulations.

- With assistance from marketing and communications team, liaises and provides content to
ensure awareness and growth of the competitive club sport programs while monitoring and
assisting in maintaining the club website and key sport club digital properties.

- With assistance from the alumni and development team, develop and activate community
partnerships for revenue generation activities and initiatives.

- Develops and applies assessment tools to determine participant satisfaction & coach
performance.

- Oversees the organization, inventory and maintenance of all Club Sports equipment and
supplies.

- Responsible for oversight of the competitive spot club budget including coordination of each of
the teams' individual accounts. Maintains fiscal accountability, assists in the preparation of
budgets, and works with Club leaders to reconcile accounts on a monthly basis.

- Works with club Executives on the hiring and management of coaches.

- Manages and maintains partnerships with other on campus groups, alumni and external sport
organizations.

- Develops and implements regular Sport Club application and evaluation processes.

2. Sport Club Student Leadership

- Develops, implements and evaluates comprehensive leadership development strategy and
framework for sport club student leaders.

- Ensures the development and evaluation of learning outcomes.

- Develops and leads ongoing training for all sport club officers to ensure awareness of policies,
practices and expectations.

- Meets regularly with sport club officers to provide support and oversight on student
responsibilities including, but not limited to: budget preparation, finances, record keeping, facility
use and booking, risk management, competition requirements and travel.

- Establishes and supports the Sport Club Council and Recognition program such as a year-end
awards reception/banquet.

3. Community Program Coordination
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- manage, develop and/or enhance community partnership to establish fundraising opportunities
that will support scholarships, sponsorship or leadership opportunities for varsity, sport club,
junior heat or sport club athletes/programs

- act as a community ambassador/liaison for local sport groups to building relationships that
may lead to future sport club or summer camp opportunities/partnerships

- Support varsity and community coaches and department staff in the promotion, registration
and execution of the Junior Heat and Sport Camp programs by:

1. ensuring program websites are accurate and up to date

2. managing and monitoring program registrations and ensuring coaches are up to date on
registration numbers

3. work with coaches to coordinate and execute any necessary hiring/payroll or
volunteer/honorarium paperwork and ensure it's all in compliance with Jr Heat/UBC policies

4. support coaches in the front-line implementation of junior heat and sport camp programs and,
where necessary

5. work with department staff to ensure proper, timely bookings for all Junior Heat and sport
camp practices, programs & events

6. work closely with coaches to manage budgets for all Junior Heat camp programs, ensuring all
programs are operating in a fiscally responsible manner and within UBC Finical Policies &
Procedures

- Work with coaches and department staff to explore the best options for expansion of Heat
Sport Camps and other community programs.

4. Risk Management

- Serves as advisor and risk manager for all competitive club sport teams including oversight of
club travel, insurance, contractual obligations, athlete conduct, and safety and emergency
procedures.

- Attends games, practices and competitions as required.

5. Special Projects

- Leads special project planning, execution and delivery as set by the Recreation Manager or
Director of A&R.

- Work closely with other recreation programmers and partners as required.

6. General

- Serves on campus and community committees where appropriate.
- Attends meetings and retreats as required.

- Other duties as assigned

CONSEQUENCE OF ERROR

The work and decisions of the Sport Club Coordinator will have a direct and critical impact on
the reputation and effective operation of the Athletics & Recreation Department. Poor decisions
or judgment will result in damage to the Department and the University's reputation with
students, staff, faculty and the broader community. Incorrect decisions will affect the University's
liability and could have a direct impact on the students and community members involved in
sport clubs or community programs. Failure to execute responsibilities as assigned to the
expected outcome could impact an employee's employment status with the university.

SUPERVISION RECEIVED
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The Recreation Manager gives guidance and direction to the position, but the execution of the
responsibilities are solely that of the Club Sport Coordinator. Work is reviewed in terms of
achievement of defined objectives.

SUPERVISION GIVEN

The Sport Club Coordinator, working with the Recreation Manager, will review and discipline,
evaluate and terminate sport club student coordinators where appropriate and according to
University policies and procedures. Each of the sport club officers will be responsible for
reporting into and updating the Sport Club Coordinator on all team affairs.

QUALIFICATIONS

Undergraduate degree in a relevant discipline. Includes Human Kinetics, Physical Education,
Business Operations or Events Planning. A minimum of 5 years of experience or the equivalent
combination of education and experience. Experience/knowledge of sport and student
development is required. - Exceptional communications skills, both verbal and written.

- Proven ability to organize sport/recreation events and coordinate student development
programs.

- Strong organizational and time management skills

- Ability to deal with a diversity of people in a calm, respectful, and effective manner.

- Demonstrated ability to work collaboratively with a variety of different stakeholders.

- Demonstrated experience and/or training in personal development, conflict resolution,
inclusivity, mentorship, and leadership.

- Valid CPR, First Aid certification and experience managing risk in a sport setting preferred
- Ability to plan ahead, anticipate problems, and meet deadlines.

- Self-starter and history of innovation preferred;

- Must be competent with Microsoft Office products
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