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Assistant Director of Sport
Reports to: Director of Sport

Background – AHIGS & IGSSA
The Association of Heads of Independent Girls’ Schools NSW (AHIGS) aims to promote communication, co-operation and collegiality amongst the Heads of independent girls’ schools in NSW; to provide inter-school activities for their students; to represent members’ interests at a political level and to advance the cause of education of all children in Australia, especially girls.
IGSSA (Independent Girls’ Schools Sporting Association) is a sub-committee of AHIGS, responsible for the provision of sporting activities for the students of 31 independent girls’ schools.  The IGSSA philosophy is focused on helping girls appreciate the value of physical activity, fair play, teamwork and good sportsmanship while building self confidence, skill, self discipline and responsibility.
Both individual and team sports are provided by IGSSA including regular Saturday sports offered throughout the year and the organisation of annual carnivals.  Regular sports activities include softball, tennis, basketball, football, hockey, netball, water polo and touch and the annual carnivals may include swimming and diving, tennis, rowing, cross country, athletics and gymnastics.
IGSSA also provides a pathway to representative competition at the state and national level.  This commitment to school girl sport at all levels is central to the IGSSA philosophy of encouraging each student to develop her full potential as both an individual and team player.
Position Purpose
The Assistant Director of Sport supports the Director of Sport in the administration, operational management and organisation of IGSSA sporting activities, including carnivals, weekly sport and representative teams.  This includes following all legal, regulatory and safety requirements applicable to IGSSA sporting events.
As sporting programs and activities occur outside normal hours, a willingness to work flexible hours, including weekends, is required.
Working Relationships
The Assistant Director of Sport reports functionally to the Director of Sport, who is responsible to the AHIGS Executive Director.  This role works closely with the Standing Committee, member schools and the AHIGS team, providing advice and support as required to ensure the achievement of AHIGS-IGSSA objectives within the framework of the Association’s philosophy.
The Assistant also works closely with an administrator in the support of IGSSA operational and administrative requirements.  Other working relationships include conveners, umpires, referees, Directors of Sport, PE staff, related sporting committees (e.g. CIS) and members and students of members’ schools.
External working relationships include councils, sport facility operators and relevant sporting bodies.
Key Responsibilities
1. Support the Director of Sport in the achievement of IGSSA objectives
Assist the Director of Sport with:
· The provision of timely and accurate information on all IGSSA sport activities as required.
· The day to day administration of IGSSA, representing the Director in their absence and at meetings and forums as delegated by the Director of Sport.
· The administration of committee meetings, including organisation and preparation of agendas, attendance at meetings, recording and distribution of minutes and briefings as requested by the Director.
· Collaborative work with the Executive Officer and AHIGS team in the organisation of IGSSA events and projects as required.
2. Operational organisation and administration of IGSSA programs
Work closely with the Director of Sport in the operational administration of IGSSA programs and projects, including:
· Development, implementation and monitoring of sport related policies, procedures, rules and guidelines.
· Maintenance of the IGSSA website and updating of the venue closure system.
· Liaison with local councils and sporting bodies as required.
· Maintenance of all IGSSA documentation, guidelines and forms to ensure they are current, legislatively compliant and supportive of the Association’s objectives.  This includes handbooks, calendar, convener’s manuals, annual report, training / marketing material and other guidelines as required.
· Attend and conduct (as required) IGSSA meetings including pre-season, post season and grading meetings.  This may include the preparation of meeting agendas, recording of minutes and preparation of reports as required.
· Data entry of injuries and advice to schools as required.
3. Event Management
Coordinate Saturday morning sports programs ensuring events run smoothly and safely.  This includes the coordination of venue hire, venue conveners and umpires and referees.
Coordinate all major carnivals including rowing, Tildesley Shield, athletics, swimming and diving, cross country, gymnastics and other carnivals as required
Maintain familiarity with ‘Meet Manager’ and other relevant database programs for swimming, diving, athletics and cross country.
4. Venue administration
Arrange venue bookings as determined by the Director and confirm availability of venues prior to each season
Maintain the master register for venues and collate information for preparation of venue account
5. Ensure that sports program support staff are adequately trained and supported
Responsible in conjunction with the Director for:
· The training and supervision of all conveners, umpires and referees.
· The orientation to IGSSA of new PE sport staff within members’ schools.
· Ensuring the continuous professional development of sports staff.
6. Risk management
Implement and observe process and practice guidelines to ensure student and staff safety and well being.
Advise the Director of Sport of relevant risk management issues and of any issues relating to Child Protection.
Conduct regular venue safety audits and individual event risk assessments to maintain a safe environment at venues.
Attend promptly to all identified health and safety issues to ensure safe sporting environments.
Observe safety guidelines of the overarching state sporting body and ensure compliance with the AHIGS-IGSSA Code of Conduct. 
Ensure venue conveners are trained to handle safety issues at their venue and that any accidents or injuries are recorded and reviewed.
Maintain knowledge of current legislation relevant to sporting activities to ensure that all compliance requirements are met.
7. Representative Team Selection and Management
Assist with the selection of IGSSA representative sporting teams to compete at NSW CIS events, including the coordination and organisation of resources, travel, training and clothing.
Attend trials and assist with selection of teams where required.
8. Professional Development
Maintain a continuing interest in personal professional development and learning as agreed with the Director of Sport.
Maintain knowledge of current legislative and health and safety requirements to ensure compliance.
Other duties that may be required from time to time
The Director of Sport may direct other reasonable and relevant duties.

POSITION REQUIREMENTS
Skills / Experience
· Appropriate tertiary qualifications e.g. sport management, teaching or event management.
· Demonstrates knowledge and expertise in sports program administration and organisation.
· Effective communication and interpersonal skills.
· Proficient with Microsoft applications.
· Familiar with event management procedures.
· Familiar with the organisation of sport in schools.
· Knowledge of current NSW Child Protection legislation.
· Sound knowledge of risk management practices and compliance requirements.
· Familiarity with ‘Meet Manager’ and other relevant database programs for swimming, diving, athletics and cross country will be an advantage.
· Demonstrates support of AHIGS-IGSSA philosophy and values.
   (
AHIGS Sporting Committee (IGSSA
)
)	Website:  http://ahigs.nsw.edu.au/IGSSA.aspx	 (
LG1, 56 Delhi Road
North Ryde   NSW   2113
Phone: (02) 9888 9477
Fax:     (02) 9888 9277
)


Assistant Director of Sport 17012017		Page 2 of 4
image3.jpeg
Association of Heads of Independent Girls® Schools




image1.png




image2.gif




image4.png




