OTAGO UNIVERSITY STUDENTS’ ASSOCIATION

 Job Description


Job Title: 



Clubs Development Officer

Nature of the position: 
Permanent 

Hours per week : 

40 (Flexi time available) 

– occasional evening and weekend work

Responsible to: 

Recreation Manager 
Scope and Purpose of Job:
To provide advice and assistance for OUSA affiliated societies and clubs, to organize OUSA recreation related events and to manage Team Otago. 

Duties and Responsibilities

Support for Clubs & Societies 
· To liaise with the OUSA Clubs and Societies Executive member on issues relating to affiliated societies and clubs, and to provide a link between OUSA and the affiliated societies and clubs.. 

· To provide advice, support and training for all affiliated OUSA societies and clubs – particularly regarding fundraising, promotion, club administration, affiliation.

· To convene meetings of the Blues and Golds Panels; to promote the availability of these awards to all affiliated societies and clubs; to be the principal contact for all enquiries regarding these awards and to ensure that nominees are aware of all relevant standards for selection and deadlines for the submission of nominations.

· To convene meetings of Grants Committee; to prepare agendas, keep minutes, and attend to correspondence as required.

· To liaise with University Sport New Zealand and other sporting and non-sporting organizations both on and off campus that offer services or expertise of benefit to OUSA affiliated societies and clubs.

· To act as secretary to the OUSA Grants Committee, the OUSA Blues Selection Panel and the OUSA Golds Selection Panel. 

· To maintain an up to date contact list for all affiliated societies and clubs on the OUSA website.
· To maintain existing resources for affiliated societies and clubs, and develop new resources as appropriate.

· To initiate and implement long-term strategies aimed at developing and strengthening the range and quality of affiliated societies and clubs on campus. 

· To manage the allocation of club storage lockers within the OUSA Clubs & Societies Centre.

Event Management
· To co-ordinate special events on behalf of OUSA throughout the year – including Clubs Days in the First and Second Semesters. 

· To organize and run the University of Otago Blues and Golds Awards ceremonies, in partnership with the University of Otago.

· To ensure that any events and activities comply with Health and Safety legislation, and OUSA personnel and health and safety policies.  To this end participate in hazard identification and reporting, emergency procedures and practices and accident reporting. 

Team Management 
· To manage all aspects of Team Otago participation in the New Zealand Universities Summer and Winter Games (Uni Games), including organizing uniforms, funding, sponsorship, registration, travel and accommodation.

Administrative

· To participate in staff training or staff meetings as required by OUSA.

· To administer the documentation relating to the OUSA affiliated clubs and societies.

· To review all policies related to OUSA affiliated clubs in conjunction with the OUSA Executive. 

Planning and Reporting
· To report key results to the Recreation Manager on a monthly basis or as required.
· To annually prepare the Clubs Development and University Games Budgets for inclusion in the OUSA Budget-setting process.  
PEOPLE SPECIFICATION
Qualification and Experience:
· Excellent administrative ability, preferably with clubs and societies or similar organizations.

· Demonstrated experience in event management.

· Previous involvement with sporting or cultural groups, preferably in a tertiary education environment.

· Degree preferred.

Skills:

· Good interpersonal skills and ability to influence peers and those in senior positions.

· Good communication skills, both written and oral.

· Proven event / project management abilities. 

· Excellent time management skills and the ability to work unsupervised.  Reliability while working under stress is a key attribute.
· Proven ability to keep all stakeholders aware of progress and informed of any major issues.
· Must demonstrate initiative and the ability to identify and resolve problems before they become an issue, and demonstrate a proven track record of solving difficult problems by implementing “win-win” resolutions

· Good budgeting skills 
Salary range:  

Salary range: 37, 000—48, 000 gross, per annum.  

Exact placement will depend on the experience and qualifications of the successful applicant. 

All media comment is made by the OUSA President.  
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