[image: ]City of St Albans Swimming Club

Updated January 2016
 
E9 Human Resources job description


	Role

	Co-ordinating the recruitment and contractual relationships between the Club and its coaches.

	Skills
· Good working and practical knowledge of Employment Law
· Enthusiastic & organised
· Approachable & pragmatic
· Confident and effective communicator

	Main Duties
· Main contact for administrative and legal issues concerning employment contracts between employees and the Club 
· Holiday, benefits and SSP advice 
· Recruitment advertising for new coaches – job descriptions, applicant enquiries, short listing
· Reference checking, eligibility audit and P45/Tax coding
· Liaison with Eastern Region and National Coaching vacancy databases 
· Liaise with the Chairperson to ensure all tasks required to run the club are carried out 
· Swim21 Workforce module 
· Centralised record keeping of Coaches Certificates, Qualifications – including flagging of expiry dates
· Centralised record keeping of volunteer certificates and qualifications 
· Awareness of Continued Professional Development Programmes for Coaches  
· Support and enforce the Club’s policies
· Follow and promote the ASA Child Protection Policy

From September 2015 
· Forthcoming selection of New Pension Provider for staff 
· Training for staff on new Auto Enrolment options 
· Assume Directorship of the new Coaching Company  - formal (legal) responsibility for the preparation and filing of company accounts, Companies House filing and approving monthly invoices.

	Commitment
· Determined by the Club/special projects but around 2-4 hours per week plus Committee Meetings

	Beneﬁts to Self and Club
· By undertaking this role you are ensuring the Club employs high standard coaches and adheres to employment law requirements.

	Further Development Support
· Full handover and support to be provided by outgoing volunteer, if applicable.



Useful Websites
ASA webpage		www.swimming.org/asa
Sport England		www.sportengland.org
NSPCC			www.nspcc.org.uk
Volunteering England	www.volunteering.org.uk
CO-IT			www.do-it.org.uk
Volunteering Matters	www.volunteeringmatters.org.uk
Sports Coach UK	www.sportscoachuk.org
Hy-Tek			www.hy-tekltd.com
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