HILLCREST
HIGH SCHOOL
”\Q‘ 4’ Te Kura Tuarua o Tihipuke

Job Description

Position Title Sports Co-ordinator (Delivery)
Responsible to Director of Sport (DoS)
Functional Associate Principal, Sports Coordinator (Promotion), HHS

relationships with
Students, Parents, PE Dept, Sports Coaches, Sports Managers

and Sport Waikato

Hours of Work Part-time, 20 hours per week (2-4 hours on Saturday

mornings), including some evenings

Remuneration Aligned to the Support Staff in Schools’ Collective Agreement

Sports Coordinator Aims

-> To deliver Sport safely to students (Respect)

=> To increase participation in Sport (Persevere)

=> To assist students in gaining enjoyment from Sport (Aim)

- To increase the quality of student participation in sport (Identify)
=> To cater to the different needs of all students (Diversity)

The Primary Objective of the Position

To drive an increase in the participation and performance within the Hillcrest High School

sports programme through effective administration and delivery.
The Position

=> Requires a variety of skills, knowledge and experience in sport.
- Requires the ability to be self managing and organised.

= Involves the administration of systems that have been set up by the DoS.



KEY TASKS

EXPECTED RESULTS

Directly oversee ONE major
sport and several minor
sports

= Work with DoC/TiC to effectively administer ONE major
sport each season

Administer several minor sports by registering
teams/players, issuing uniforms, collecting fees and
communicating with players and caregivers.

Coordinate effective set up
of Saturday morning, and
Thursday/Friday evening
sporting facilities.

Ensure sporting facilities are tidy, open and accessible
for players and visitors.

Ensure fields/courts are set up in accordance with the
field/court set up plan.

Ensure all facilities are locked and fields/courts are
packed down.

Organise social sport
opportunities where
appropriate.

Set up and run social sport opportunities outside
school time to provide another engagement
opportunity for students.

Promote these opportunities to students via
SchoolBridge notices and the sports notice board.
Ensure lists are kept of regular attendees so this can
be included in the end of year census.

Maintain effective
organisation of assigned
sports storage areas.

Uniform room is well organised

Winter sport storage room is clean, tidy and
organised.

Gym cupboards are clean, tidy and well organised.
Organise gear bags for coaches of various sports.

Maintain sports equipment
effectively.

Ensure balls are pumped up, cones and bibs etc are
organised.

Ensure football/futsal/basketball/netball goals are
maintained to a high standard.

Effectively contribute to the
system for storage,
maintenance, issue and
return of school sports
uniform

An accurate inventory of sports uniform is
maintained and recommendations for repair and
replacement are recorded

An accurate record of uniform distribution and return
iS maintained

Uniforms not returned are followed-up promptly
Uniforms stored in clean, tidy condition

Contribute to the social media
presence of sport.

While games are on, take video/photos and upload to
social media platforms.

Assist with major sporting
events.

Assist DoS with exchanges, prize giving/awards and
sports events

Manage incoming and
outgoing mail and provide
efficient communication on
all sports related matters to
all stakeholders.

All correspondence is processed and distributed
efficiently

Information relating to all sport participation is
communicated efficiently to all stakeholders




Administer KAMAR and e All data on sport involvement of students, coaches,
SchoolBridge managers and officials are current and accurate
records

Reports are prepared on request

Gear issued is recorded

Registrations are collected on SchoolBridge and
transferred to KAMAR

NB: The role requires evening and/or weekend work (varies from summer to winter
seasons) and general duties as required by the Director of Sport.

Support Staff Code of Conduct

Support staff employed at Hillcrest High School must adhere to the following Code of
Conduct.

= Supporting the school charter, policies and procedures.

- Maintaining standards of integrity, conduct and loyalty to the school.
=> Maintaining appropriate standards of dress and appearance.
S

Interaction with staff, students and members of the community shall be
conducted in a respectful, courteous and professional manner.

\

Respect confidential information on colleagues, students and members of the
community unless disclosure is required by the law or serves a compelling
professional purpose.

= Speak out if the behaviour of a colleague is in breach of this Code.

Name:

Signature:

Date:




