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Para Swimming Administrator
Introduction

To ensure the smooth running of Team Bath AS Para Swimming squad. The Para Swimming Administrator is the central point of contact for administration, information and communication for para swimmers and their families within the Team Bath AS. They are part of the link between members, potential members, and external organisations and report to the Chairperson.

Who we are looking for?

· You will be an excellent communicator with good verbal, written and IT skills
· You will have good administration skills 
· Have excellent organisational skills
· You will have the ability to maintain confidentiality
· You will have the ability to work with others, both inside and outside the club

What do we and the club expect from you?
· [bookmark: Skills]To help with the day to day running of the Para Swimming squad including organising ‘taster’/trial sessions to attract new swimmers.
· To liaise with the club’s Communications Manager about publicity for the Para Squad and provide ‘good news’ stories.
· To take guidance from the Coaching Teams regarding competitions, swimmer criteria and training progression referring any questions to the appropriate person.
· [bookmark: _GoBack]To engage positively with member’s families ensuring that the squad is kept up to date with pertinent information, replying to basic questions or forwarding emails or queries to the relevant volunteer, coach or Management Committee member.
· To liaise with the Club’s Membership Secretary and Treasurer as appropriate about new and existing members so that they can set up and update membership records and fees.
· To promote volunteering for the Club to Para swimmer families and refer any offers of help to the Training and Development Officer or Volunteer Coordinator.
· To provide a report prior to committee meetings about the current status and progress of the Para Swimming squad.

Level of Commitment required

This will vary but will involve ongoing weekly responsibilities and regular attendance at Management Committee meetings. 

What support can you expect from Swim England?
· Access to resources and guidance via the ‘Club Hub’.
· Direct contact with and support from the Swim England Club Development Officers.
· Direct contact with and support from the Swim England Volunteering Team.
· Access and support from other Swim England teams as required by your club, including (but not limited to); membership, Institute of Swimming, England Talent teams, and discipline-specific Development Officers.

What will you gain from the experience? 

This is a pivotal and highly engaging role which success and impact on the club will be determined by your own motivations and enthusiasms. It is an opportunity to take on a new challenge and support the development of your club.
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