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Surf Life Saving New South Wales
Position Description

	Position
	Work Location
	Position Description Completed

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

	Reports To:
	Direct Reports:
	Department

	Member Services Manager
	N/A
	Member Services


	Purpose Statement

	To assist in the further development and sustainability of Surf Life Saving NSW clubs by creating resources to assist in the organisational development and running of surf life saving clubs.  This role will also provide assistance on best practice and compliance components of surf life saving.


	Selection Criteria

	Essential
	Desirable

	· Demonstrated ability to work both independently and as part of a team;
· Excellent written and verbal communication skills;
· Proven research skills;
· Motivated self-starter;
· Excellent interpersonal skills at all levels;

· Excellent organisational skills and capable of meeting tight deadlines;

· Attention to detail;

· Confidence and the ability to make sound judgments;

· Excellent computer skills in a number of Microsoft applications including Word, Excel and PowerPoint;

· Current Driver’s Licence.
	· Understanding of Volunteer based organisations;
· Sound Knowledge of Surf Life Saving in New South Wales;
· Familiar to working in a community based sport and recreation environment;
· Relevant tertiary qualifications;


	Reporting Relationship

	


	Role Specific responsibilities

	Accountabilities
	Key Performance Indicators (KPI’s)

	· Ensure content of SLSNSW Club Guide is consistently current 

· Review current legislation and codes of practice to ensure compliancy in the areas of club house and commercial activities i.e;

· Hall Hire 
· Commercial activities in clubs

· Liquor licensing 
· Fire, noise, smoking, stock control, RSA, food safety 
· Assist clubs with insurance information, resources and enquiries as required 
· Act as the key SLSNSW contact in regards to SLS State and National policies; Assist members and clubs with enquiries; 
· Research and develop a standardised club constitution.  Provide support to clubs as required so as to assist in the process of reviewing their existing club constitution; 
· Research and develop relevant best practice guidelines and resources to assist clubs in key organisational club membership positions
· Provide information and advice to clubs on sublease arrangements e.g. cafés, gyms etc.  Create fact sheets and information as deemed required  
· Review current club systems and practices in regards to organisational development and identify areas and ways to assist clubs;
· To perform other reasonable duties as required under the context of this position
	· Update Club Guide on a continual basis and undertake a thorough review on a two year cycle;
· Provide templates and fact sheets to surf clubs reflecting current Surf Life Saving policies and legislation in a timely manner.  Review current and develop new resources regularly to ensure currency.
· Ensure knowledge of surf life saving club insurance arrangements is current.  Provide assistance and resources in a timely manner as required;

· Ensure knowledge of member related Surf Life Saving policies is up to date.  Respond and assist member enquiries in a timely and professional manner;
· A standardised club constitution to be developed by August 2013; Assist clubs in a timely and professional manner;
· Produce identified club resources and guidelines relating to membership best practice by June 2013.  Review regularly to ensure currency.
· Advice provided to clubs is responded to in a timely and professional manner.  Fact sheets are developed and maintained to ensure compliancy in clubs;
· Reviews will be undertaken on an ongoing basis.


	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.


	WORKING RELATIONSHIPS

	The Member Services Officer – Organisational Development interacts closely with internal portfolios as required in line with the context of the position.  Liaises and advises volunteers and clubs on various areas in regards to organisational development.  Interacting with other community bodies whilst in the process of reviewing and researching best practice in the volunteer and community sector.  


	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
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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)








