
POSITION DESCRIPTION
TITLE	:	EVENT COORDINATOR
LOCATION	:	BENDAT BASKETBALL STADIUM
EMPLOYER	:	Basketball WA
TERMS	:	2 YEAR CONTRACT
REPORTS TO	:	BWA Competitions Manager
SALARY RANGE	:	Salary Package approximately $55,000 plus Superannuation.


	
	Purpose of the Role (Why does this role exist, what is it designed to achieve?)

	· To support the quality delivery of BWA Competitions and Events. 
· Develop and maintain comprehensive event plans for all BWA competitions and major events.
· Support the delivery of regional and 3x3 events. 



SPECIFIC TASKS/KEY AREAS OF RESPONISIBILITY
· Support BWA Competitions team to run quality events, including aspects of:
· Risk management checklists and OH&S policy adherence
· Bookings (casual staff/court/contractors)
· Comprehensive run sheets and manuals for events
· Oversee the pre- and post-event de-brief of all BWA events.
· Implement event strategies for specialty and community engagement rounds of BWA events.
· Support the competitions team to develop new events to support the BWA Strategic Plan
· Undertake administrative duties to support 3x3 and regional events
· Compilation and dissemination of fixtures
· Preparation of documents and materials for internal and external stakeholders.
· Liaise with stakeholders and event partners to deliver events
· Prepare and process team nominations for events and online registrations
· Management and recruitment of casual staff as required
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· Support Competitions team in delivery of SBL, WABL, State Championship, Country Championship and other Event KPI’s outlined in the Operational Pl


Knowledge, abilities and skills required (Competencies)

· Demonstrated philosophy of continuous improvement 
· Involvement in a sports-oriented organisation (Desirable) 
· Strategic and creative thinker. 
· Honest, reliable and disciplined. 
· Solution orientated problem solver with a proactive approach and proven initiative. 
· Highly developed interpersonal, written and oral communication skills. 
· Meticulous in presentation of work with particular attention to detail. 
· Excellent financial management skills with demonstrated ability to prepare budgets and manage expenditure. 
· Excellent time management. 
· Able to create effective processes to improve the delivery of work and efficiency of self. 
· Ability to manage multiple projects simultaneously. 
· Able to work with a minimum amount of supervision. 
· Demonstrated proficiency in the use of Microsoft Word, Outlook, PowerPoint and Excel. 
· Prepared to work as an integral part of a professional and dedicated team. 
· Demonstrated proficiency in the use of The Basketball Network or similar database program. (Desirable) 


	Working Relationships (Internal and external interactions)

	Internal
	External

	Competitions Manager	[image: ]
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	Other Basketball Associations	[image: ]

	
	Members and Volunteers	[image: ]
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