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Job Description


	
Job Title:                Team Logistics and Administration Manager

	
Location:                Manchester

	
Salary Range:        Circa £26k




Working Context
Sport Taekwondo UK Ltd has a specific objective of delivering the goals of the World Class Performance Programme culminating at the Olympic Games in London 2012.  Key to this objective will be the role of the Team Logistics and Administration Manager.
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Job Purpose
To manage the operation and administration of the national academy to the highest standards. To provide the highest level of logistical and management support for all travelling GB squads for the major international events that are part of the annual performance plan. To manage all meeting schedules for the coaching, medical and science support team and liaise with all high performance staff involved in the academy including all key stakeholders
The role has four key functions:
1) Manage all contracts with all athletes and suppliers into the academy programme.
2) Ensure the programme operates within budget.
3) Ensure team logistics to all events are delivered to the highest world class standards.
4) Ensure that all direct staff and support services are co-ordinated effectively and a sound communication is affective to the BTCB membership.

Main Responsibilities

	
	Responsibilities

	1
	Manage all contracts with all athletes and suppliers into the academy programme.
· To maintain the structured HR and administration procedures for the effective management of Sport Taekwondo UK Ltd.

· To maintain a full induction and exit programme for all new staff members and athletes joining Sport Taekwondo UK Ltd and the Academy Programme.

· 
· To ensure that all athlete accommodation and the national centre is maintained to a high standard and within the current health and safety regulations. 

· Ensure a quality service and value for money is obtained from all facilities, suppliers and service providers.
· Manage links and initiatives with other funding agencies. 
· Liaise with other key agencies, UK Sport, home county offices, the British Olympic Association, EIS on any relevant management issues.
· To monitor the welfare of junior athletes and where necessary to carry out the correct action to ensure the wellbeing of junior athletes. 

· Manage relationships with academic institutions which are attended by academy players 


	2
	Ensure the programme operates within budget.
· Assist the finance manager in the monitoring of the annual budget to ensure all events, training camps and regular expense is delivered within agreed budgets.
· To maintain financial data recording spend for each event etc (as above) for further management authorisation alongside the Finance Manager.


	3
	Ensure team logistics to all events are delivered to the highest world class standards.
· Plan and prepare for all team travel, accommodation, accreditation alongside any other issues that contributes to the best athlete performance in consultation with the PD, coaching and support team for all international training camps and competitions. 
· Undertake recce’s where needed to ensure smooth and swift operational status is achieved on all team overseas camps and competitions.
· Deliver or delegate affective logistical management during overseas and domestic events where needed.


	4
	Ensure that all direct staff and support services are co-ordinated effectively and a sound communication is affective to the BTCB membership.
· Co-ordinate coaching, sport science and medicine meetings as required, ensure that all meetings are minuted and actions are completed as agreed.
· Under take regular communication with any sports science and medicine service provider to ensure that the service provision is functioning affectively and underpinning the programmes needs.
· Maintain and update of the programme athletes database register, including regular updating of the Academy athlete development files.
· Record and report on all team achievements alongside any relevant information that improves communication to academy based athletes and the NGB membership, mainly via the NGB’s website.
· To ensure that all player profiles and confidential business data is maintained in a safe and organised filing system, either electronic and/or paper based.
· Ensure full and affective communication is maintained with the PD.









Experience, Skills & Behaviours
The Team Logistics and Administration Manager will need experience in managing within a small to medium size business and have a strong business background.  He/she will also need:
· Strong communication skills.
· Ability to deliver under pressure. 
· A good understanding of budgetary control is essential.

As well as the strong business skills required, the Team Logistics and Administration Manager will preferably have a high level of understanding of elite sport; knowledge of Olympic Taekwondo is preferable but not essential.


Key Relationships
Daily communication with the Performance Director, Senior High Performance Coach and High Performance Coaches will be required. 

Weekly communication with the Operations Director sport science medicine support services and the Finance Manager will be essential.

The Team Logistics and Administration Manager will also work closely with:
· UK Sport
· The English Institute of Sport
· The BOA
· Other key partners
· National and Regional Coaches

 Characteristics
This position offers a real challenge and the successful candidate will need be confident working as a part of a high performance team whilst using their own initiative. The successful applicant will be required to have the following:
A relevant business or management degree.
Experience working within a high performance sport
Knowledge of a combat sport, or taekwondo ideally
Experience a team’s management and logistics.
Ideally at least 2 years experience in administration/management 
Ability to work as a key member of a team to achieve specific targets 
Strong organisational and management skills 
Ability to communicate effectively with a wide range of people 
Ability to work to deadlines 
Keen interest in sport 
Willing to work flexible hours, involving weekends and international travel







Closing Date: November 14th 2008

How to apply:
Please send your CV and an application form alongside a covering letter explaining why you are a suitable candidate:

Gary Hall
Sport Taekwondo UK Ltd
Manchester Tennis Centre
Gate 2 - Alan Turing Way
Sportcity
M12 5BB


Or email: gary.hall@btcb-stuk.co.uk
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