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Wagga Wagga Basketball Association

PO Box 2179 Wagga Wagga NSW 2650

president@basketballwagga.net.au
Competition Administrator for Junior Comp
Hours Required

· Junior Competition Administrator

· Monday – 4.00pm to 7.00pm (3 hours)

· Tuesday – 4.00pm to 7.15pm (3.25 hours)

· Friday – 4.30pm to 10.00pm (5.5 hours)

· Additional administration hours as required

These hours are dependent on the number of teams entered into the competition and final number of hours will be confirmed upon commencement of the competition.

Dates Required

· Junior Competition Administrator

· Autumn Comp: Late Jan to Late June 2015

· Spring Comp: Mid July to Mid Dec 2015

Competition Administrators are required to be at the stadium during the listed hours to perform the following duties:

· Venue set up/pack up
· Preparation of score sheets

· Ensure games start as scheduled

· Identify and co-operate with Senior Referee 

· Player registrations and eligibility

· Collect, distribute, receipt and balance monies
· Input to MYOB  

· Set up and adjustments to competition draws

· Collection and preparation of competition results

· Ensure adherence with competition rules and regulations
· Report incidents and seek assistance as appropriate ie injuries/ice/ambulance

· Liaise with Competition, Technical and other Directors

· Answering enquiries regarding competitions
· Keep records relevant to running of the competitions

Competition Administrators are required perform additional administrative duties: 

· Co-operate with the Board and other Competition Administrator

· Behave in business-like and professional manner at all times

· Maintain Office ie Filling, archiving, replenishing stationery and supplies

· Act as a point of contact for your competition and Wagga Basketball and respond to all enquires by providing relevant information or problem resolution
· Update the Wagga Wagga Basketball website and social media
· Ensure competition folders are up to date
· Liaising with external stakeholders re stadium management and player and team participation
· Contribute to any newsletter or alike approved by the Wagga Wagga Basketball Association Board
· Aid, encourage and promote basketball with customers and the general community
· Prepare, distribute and receipt Team Nomination Forms 

· Co-Ordinate with Competition Director ordering of awards and trophies within budget
· Excessive personal use of mobile phone that occurs additional costs will be paid by yourself
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