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State Team Manager Job Description

Team Managers have an extremely important role ensuring the successful management of the team and welfare of the athletes in their care.  Regardless of the team you are managing – Club, State or National - the responsibilities and duties are similar. The Team Manager’s duties, however, become more extensive when managing teams interstate or overseas.

A generic job description for a State Team Manager including a checklist of duties and responsibilities for consideration has been provided. This job description has been developed from examples provided by sports such as netball, lacrosse, swimming, surfing, gymnastics and karate. 

State Team Manager 

Role:

A State Team Manager is responsible for the:

· Administration and management of the team and 

· Welfare of all of the State team members and officials during team training and from the time of team departure until the return of the team to Western Australia. 

Responsible to: 

The State Team Manager is responsible to the CEO of the State Association.

Knowledge, Skills, Experience and Requirements

Essential 

· Strong interpersonal and oral communication skills including the ability to effectively liaise with athletes, coaches and administrators

· Strong organisational skills 

· Sound knowledge of the selection procedures and rules/regulations of the competition 

· Copy of a Federal police clearance. It is recommended that all team managers particularly those dealing with children are required to have a police clearance. A Federal police clearance primarily determines if a person has a criminal history and the nature of any past offences. These may include sexual offences under the criminal code including drug offences, assault, major offences of violence, serious dishonesty (eg. embezzlement), drink driving and speeding etc. Unfortunately, the process of conducting a criminal record check is not a failsafe measure when determining a person’s suitability as a team manager. A Federal Police check is only valid for 3 months and under the Spent Conviction Scheme a person with an old conviction (over 10 years old) that satisfies certain conditions does not need to disclose the conviction. In addition, only a small percentage of child sex offenders are apprehended and charged. 

·  “A” or “B” class driver’s licence 

· Current First Aid certificate. For further information regarding sport first aid training refer to Sports Medicine Australia – Western Australia website www.smawa.asn.au
Desirable 

· Previous management of a State Team

Responsibilities and Duties – A Checklist for Consideration 

A State Team Manager has many varied duties and responsibilities. Below are some areas to consider when managing a State team. 

Prior to the Event

The Manager’s duties commence well before the departure date. The Manager may be responsible for liaising with the:

State Association regarding:

· Travel and accommodation 

· Collection and confirmation of air tickets. Managers should be aware of any conditions of travel.

· Uniforms and equipment including first aid equipment

· Budget for the event and methods of payment – credit cards, petty cash and accounts. 

Athletes/Parents/Coaches and Officials regarding:

Essential

· Providing training and tour information (eg travel, accommodation and competition/function details ie contact numbers, addresses and functions)

· Providing all team members with a checklist of what they are required to bring prior to departure

· Collection of completed 

· player profiles,

· signed obligation forms including codes of behaviour, 

· parent/guardian agreement,

· medical forms
· Ensuring all team members are aware of their sport’s anti-doping policy. A copy of this policy should be available from your State or National Association. 

· Taking charge of the athletes, coaches and officials at the airport, ensuring all boarding passes and documentation are on hand and that all members of the party and their luggage is checked in by the appropriate time.

Desirable

· Co-ordinating any team photographs

· Assisting with uniform sizing 

· Attending training sessions

· Assisting with team fundraising 

· Attending and assisting with the organisation of team functions

· Assisting with the co-ordination of media training. It should be emphasised that athletes and team officials should not make any comments to the media unless directed by the Team Manager. 

During the Event 

· Liaising with all team members, coaches and officials to ensure the needs of athletes are met and the tour party are appropriately dressed, disciplined and informed of schedules, especially for training, competition and official functions 

· Acting as liaison officer between the organising committee of the event, the coach and the team

· Adjudicating any problems that may arise amongst athletes, coaches, officials and supporters

· Ensuring all welfare and safety requirements for the team.

· Athletes under 18 years must be supervised at all times. It is extremely important that all team managers are aware of relevant policies including: 

· Child Protection Policy
· Harassment Free Policy 

· Codes of Conduct.
Your sport may have developed specific policies, which would be available from your State or National Association. 

· Liasing with an appropriate person at the State Association regarding any athlete’s inappropriate behaviour, misconduct, injuries or illness 

· Being responsible for all financial details, including collecting receipts and providing a financial statement of monies expended

· Being responsible for team transport and hire vehicles if required

· Organising meal arrangements in liaison with the coach or other officials 

· Ensuring all equipment (including drink bottles) is ready for use

· Co-ordinating team photos 

· Acting as a spokesperson for the team and for the State Association at official functions, receptions, press conferences unless otherwise directed by the State or National Association.

Prior to Departure to Western Australia

· Confirming departure travel arrangements (flight details, transport details etc)

· Confirming details of departure from accommodation and ensure all team members accounts are paid.

After the Event

· Returning all equipment

· Providing a written report to the State Association including a balanced budget and copies of any media exposure. 

