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Competitions Administrative Assistant (Part Time) 
Central Coast Football

Job Description

Central Coast Football is the governing body responsible for the provision of competitions, player and coach development and administration and governance of club football throughout the Central Coast. The organisation has some 23 affiliated clubs and 14,000 players as well as the representative opportunities for players, namely the Central Coast Lightning and Thunder squads.

The role of Competitions Administrative Assistant is a part time position (three days a week) suited to an applicant seeking a career in the administrative area of the sports industry.

This position will be responsible for, but not limited to, the following:

_
Data entry
_
Administering processes relating to the Judiciary
_
Providing administration assistance with player registrations
_
Ensuring website content is up to date
_
Other tasks, including some out of office hours, as set by the Competitions Manager

Essential:

_
Excellent written and verbal communication skills

_
Competent in Microsoft Office, particularly Excel
_
Ability to manage enquiries

_
Excellent organisational skills

_
A positive and friendly demeanour

_
Experience in sport administration
Desirable:

_
Experience and/or knowledge about competition structures
_
Background in football
Please send a brief resume to:

Central Coast Football

PO BOX 9027

WYOMING, NSW, 2250

Or via email to: reception@ccfootball.com.au
Applications close 5.00pm Friday 29 January 2010
*** Please note – family members of CCF staff or CCF Directors are not eligible to apply for the position ***
