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JOB DESCRIPTION FOR: Interim Centre Manager

IMMEDIATE SUPERVISOR: Club Treasurer and the President

UPDATED: 20th November 2014
1. PRIMARY OBJECTIVES

Subject to the direction of the ASSA Management Committee, the Interim Squash Centre Manager will: act as a representative of the ASSA in the Alice Springs Community.  They will manage, maintain and oversee the implementation of all management aspects of the Alice Springs Squash Centre.  They will represent the ASSA in all relevant matters as required.

The Squash Centre current opening hours are around 30 hours per week.  There is an expectation the Interim Centre Manager will work outside of the Centre opening times to cover school and group bookings, working bees, school fetes, sports events (e.g. Masters Games), Committee Meetings, etc.

2.  SPECIFIC ACCOUNTABILITIES/RESPONSIBLILITIES

Subject to the direction of the ASSA Management Committee, the Interim Centre Manager will;

a) Promote squash and ASSA with the view to increasing the utilization of the courts.  Includes media involvement and reporting of results.

b) Manage the day-to-day running of the squash centre involving court usage and hire, cleaning, equipment and facilities maintenance, financial responsibilities of equipment, kiosk and bar facilities, control of petty cash, banking, and data entry to keep appropriate records of takings.

c) Operate the courts in a friendly and efficient manner

d) Order kiosk and bar stock as necessary.

e) Assist the ASSA in the preparation of development plans and relevant government submissions.

f) Assist with advertising including articles on social media.

g) Liaise with and advise the ASSA with strategies for the development of squash.

h) If necessary, manage and roster casual staff to meet the opening hours of the Centre.

i) Organise working bees.

j) Initiate and assist with fundraising functions e.g. raffles.

3.  AUTHORITIES/LIMITATIONS

Within the constraints of the contract endorsed by the ASSA Executive.

4. MINIMUM OFFICIAL REQUIREMENTS

The applicant must have proven managerial experience preferably of a sporting facility.

The applicant must hold a current Responsible Service of Alcohol Certificate and be willing to be nominated as the Liquor Licensee for the venue.

The applicant must hold a current Working with Children Accreditation.

The applicant must have, or be willing to obtain, a minimum of Level 1 Squash Coaching qualification

5. OTHER DESIRABLE QUALIFICATIONS

Current First Aid Certificate, Current Drivers Licence

6. EXPERIENCE (Essential)

a) Administrative and management skills

b) Initiation of projects and follow through to completion

c) Community involvement, knowledge and effective interaction

d) Courteous and friendly manner to clients

7. PERSONAL/INTERPERSONAL STRENGTHS/ABILITIES

a) Demonstrated ability to communicate effectively with a wide variety of people through oral and written means (essential).

b) Demonstrated ability to work independently (essential)

c) Ability to be proactive, creative and self-motivated (essential)

d) Computer literate (desirable)

