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Surf Life Saving New South Wales
Position Description

	Position
	Work Location
	Position Description Completed

	Member Services Officer – Member Development
	SLSNSW Headquarters – Belrose
	January 2012

	Reports To:
	Direct Reports:
	Departments

	Member Services Manager
	N/A
	Member Services


	Purpose Statement

	The Member Services Officer is responsible for assisting in the coordination and provision of development programs and junior activities resources for Surf Life Saving.  This position includes increasing engagement with culturally specific groups and will also assist the Member Services team by being involved in the development of recruitment campaigns and various initiatives. 


	Selection Criteria

	Essential
	Desirable

	· Excellent communication skills both written and verbal.

· Demonstrated ability to communicate with various groups both internal and external to the organisation.

· Sound computer Skills particularly Microsoft Word, PowerPoint, Excel and Outlook.

· Proven ability to work autonomously yet successfully contribute to a cohesive team environment.

· Self motivated

· Previous experience in the delivery of community, education or sport programs.
· Demonstrated ability to organise work, balance priorities and complete allocated tasks within set timeframes.

· Ability to make decisions with regard to administration systems and procedures. 

· Driver’s Licence 

· Accuracy and attention to detail 
· Understand the importance of confidentiality
· Flexible attitude to work, occasional weekend work.
	· Understanding of not for profit organisations
· Understanding of Surf Life Saving in New South Wales
· Relevant Tertiary Qualifications 

· Cert IV in Workplace Training and Assessment


	Reporting Relationship

	


	Role Specific responsibilities

	Accountabilities
	Key Performance Indicators (KPI’s)

	Member Development
· Assist with the planning and delivery of SLSNSW Member Services programs;
· Contribute to the continual improvement of program communication, resourcing and delivery;
· Assisting Member Services Manager in the coordination of junior activity resources and information i.e. Age Managers, Junior Development Resource Kit, Skills Flip Charts and other resources as required;
· Identifying gaps in the information and resourcing targeted at specific cultural groups i.e. Disability, CALD, Indigenous, Women;
· Recommend potential opportunities to meet club and member needs in regards to targeted cultural groups;
	Member Development
· Proactive and effective assistance is given to ensure timeframes are met according to the program action plan;
· Ensure all clubs have current junior activity resources and are aware of the benefits and assistance they provide to junior activities;
· Identify gaps in resources and information relating to specific cultural groups by August 2012.  Develop resources in accordance with the cultural group engagement action plan ;

· Work in progress reports to reflect effective research is performed in the areas of targeted cultural groups;

	Recruitment

· Assist with the development and the maintenance of SLSNSW recruitment and retention resources;
· Identify current and future recruitment needs of Surf Life Saving in NSW;
· Propose viable solutions to meet recruitment needs as identified;
	Recruitment

· Resources are developed as required to reflect identified membership needs and currency is maintained;
· Proactively identify recruitment needs and issues.  Review of trends and data to be completed as required and on a quarterly basis;
· Solutions to recruitment needs and issues are proposed within 3 months of identification and prioritised by April in readiness for upcoming season plans;

	Other

· Developing communication processes to engage potential members with Surf Life Saving;
· Enhance existing communication and engagement of new members to Surf Life Saving;
· Undertake special projects and related activities as required from time to time by the Member Services and Support Group Manager.
	Other

· Communication processes are developed by April 2013 and continually to engage potential members;

· Communication processes and innovations are developed by April 2013 to increase the engagement of existing members;

· All member Services activities are performed in a timely and professional manner.


	WORKING RELATIONSHIPS

	The Member Services Officer will work internally with Member Services staff, participating in meetings and communicating in both a written and verbal manner.  External relationships with State and Branch Member Services Team members and branch and club members is of prime importance as is working with external industry bodies including government departments, service providers and other not for profit bodies.  


	Core Responsibilities (All Staff)

	Accountabilities
	Key Performance Indicators (KPI’s)

	Occupational Health and Safety
	· Demonstrates action taken in identifying hazards, assessing risk, and reporting incidents

· Demonstrates duty of care

· Reasonably complies with OH&S guidelines

· Is fully aware of SLSNSW’s safety plans and expectations, and actively participates and contributes

· Participates in the ongoing improvement of the SLSNSW OH&S plan and visibly and constantly supports its implementation.

	Organisational Culture
	· Promotes and encourages personal growth and effective communication.

· Understands and supports policies and procedures of the organisation as defined in the SLSNSW Employee Handbook.

· Continually contributes to and supports volunteers & staff, including Board of Directors, Branches, Clubs & Members.

	Leadership/Teamwork
	· Supports the decisions of SLSNSW Board of Directors and Management

· Displays willingness to assist others, shares knowledge openly, cooperates and supports the department.

· Receptive and open to feedback

· Maintains a positive and constructive attitude that promotes confidence in those around them.

· Contributes to staff meetings and promotes the exchange of information throughout the organisation.

· Regularly meets with Manager to discuss performance, plans and current issues

	Continuous Improvement
	· Exercises initiative in making improvements to work processes and outcomes.

· Always searches for better ways and strives for best practice.

· Actively seeks new ideas and improvement.

· Embraces and adapts to change.


	Approval

	This position description has been reviewed and is considered to accurately reflect the requirements of the role and the organisation



	Operations Manager
	
	Date
	

	
	
	
	

	Member Services Manager
	
	Date
	

	

	I have read and understood this document and agree to perform the duties and responsibilities as listed within the list



	Occupant Name
	

	
	

	Occupant Signature
	
	Date
	

	
	
	
	


Operations Manager 





Member Services Manager 





Support Officers





Member Services Officer


(Member Events and Recognition)





Member Services Administration Officer Coordinator





Member Services Officer 


(Organisational Development)





Member Services Officer 


(Member Development)








