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Element 9  – Club Facilities Liaison Officer job description


	Role

	The Facilities Liaison Officer will be the main point of contact between the providers of pool time and the Club.  This position reports, as necessary, to the Committee.

	Skills
· Approachable
· Administration skills desirable
· Good Verbal and written skills
· Sound knowledge of the club


	Main Duties
· Liaise with our pool providers to ensure our sessions are booked correctly, as required.
· Feedback any issues that the pool providers raise with the Committee and resolve, as required.
· Liaise with the coaching team to advise pool providers of any changes to our schedule (Easter, Summer or Christmas closures, cancellation of land training, booking of holiday swim camps, etc.)
· Review and sign off all facilities bills (as provided by the Club Treasurer) to ensure accuracy of said billing (e.g. where pool closed on bank holidays to ensure no time billed or to ensure credits agreed are received).
· Maintain a logbook of issues raised by coaches (e.g. pool quality) and the resolution thereof.
· Maintain a log of sessions the Club cancels to ensure accurate billing.
· Provide written updates to the Committee, as required.
· Support and enforce the Club’s policies.
· Follow and promote the ASA Child Protection Policy.

	Commitment
· Dealing with issues as and when they arise, feeding back any issues and their resolution to the Committee and pool providers.

	Beneﬁts to Self and Club
· Contribution to ensuring a safe and well-managed Club.

	Further Development Support
· Full handover and support to be provided by outgoing volunteer, if applicable.
· How to communicate effectively - a resource provided by Running Sport, available to download from their website.
· Further training opportunities are available through the ASA Regional Training Network, for your nearest training centre visit the ASA website www.britishswimming.org or telephone the ASA on 01509 618700.


Useful Websites
ASA webpage		www.britishswimming.org
Sport England		www.sportengland.org.uk
NSPCC			www.nspcc.org.uk
Volunteering England	www.volunteering.org.uk
CO-IT			www.do-it.org.uk
CSV			www.csv.org.uk
Sports Coach UK	www.sportscoachuk.org
Hy-Tek			www.hy-tekltd.com
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