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	POSITION TITLE
	Program Manager
ALTERNATIVE TITLES: Program Manager, Program Administrator, Program Team Leader INSERT DELETE AS REQUIRED

	LOCATION:
	Example: 12 Rocky Road, Greenvale
	REPORTS TO:
	Role Title

	STATUS
	Example: Part time 
	DIRECT REPORTS
	Example: 5

	PD PREPARED BY:
	Role Title
	DATE:
	



	ABOUT EXAMPLE GYMNASTICS CLUB

	INSERT BRIEF CLUB DESCRIPTION HERE.  

Club Vision: INSERT CLUB VISION HERE

Club Mission: INSERT CLUB MISSION HERE


	

PRIMARY PURPOSE OF THE ROLE

	
Program Managers are responsible for ensuring gymnastics programs under their management are effectively and safely delivered in accordance with industry and club guidelines.


	KEY ROLE RESPONSIBILITIES

	Program Management
· Build capability to offer quality, innovative and progressive gymnastics programs within your area of responsibility
· Ensure that club programs under your area of responsibility are safe, challenging and appropriate for the activity level 
· Effectively manage and coordinate your program schedule and activities
· Ensure appropriate arrangement of class and class sizes in your program, ensuring class sizes are consistent with skill activity levels
· Ensure all coaching staff in your program are appropriately qualified for the roles undertaken.
· Ensure all club classes in your program are supported by timely, stimulating and appropriately documented (i.e. lesson plans, data, evaluation)
· Coordinate and deliver where required, timely and effective in-house training activities that address program needs 
· Conduct effective and timely meetings with coaches in your program
· Ensure equipment used by your program is checked regularly, particularly prior to use  Ensure such equipment complies with club equipment safety reporting requirements
· Initiate and encourage improvements to Club programs and program management

Events/Competitions
Oversee the technical components of your program at competitions and events

Staff Management
· Build a competent and motivated team of coaches who deliver safe, quality and stimulating programs tailored to individual skills and aspirations
· Ensure all coaching staff are aware of current industry policies, practices and trends in your program
· Ensure all coaching staff are aware of, and adhere to current Club and industry policies, practices and guidelines when planning, delivering and evaluating programs.
· Anticipate future coaching requirements and oversee the recruitment of appropriate coaching staff
· Promptly and effectively manage and resolve staffing issues as they are brought to your attention

Safety
· Ensure all coaching staff are familiar with club safety and injury management practices and reporting requirements

Coaching
Insert coaching responsibilities
Communication & Liaison
Build positive relationships with all stakeholders
Effectively communicate with all stakeholders
Submit timely and accurate written program reports to the Club as requested.
Attend and actively participate in Club meetings when required

Professional Development
Ensure professional qualifications and industry knowledge are up-to-date

Other Duties
· Other duties as directed.


	KEY RELATIONSHIPS

	Internal
· General Manager
· Management team
· Direct reports
· Club staff
· Parents of members
· Gymnasts / members

	External
· Competition officials 
· Contractors
· Community bodies i.e. Council, Schools
· Industry governing bodies (Gymnastics Victoria / Gymnastics Australia)

	KEY PERFORMANCE INDICATORS

	xx% positive feedback on own and program performance is received from key stakeholders
xx% positive feedback is received from stakeholders at competitions and events
Member retention rate targets are achieved
Class utilisation targets are achieved
Coaching staff turnover is less than 20%
Monthly equipment safety checks are conducted and documented 
Minimal serious gymnast injuries (i.e. requiring immediate medical attention or hospitalisation)
Low injury rate
All lesson plans supported by required documentation
Timely and accurate reports are anticipated and/or submitted upon request

	RECRUITMENT AND SELECTION FOR THIS POSITION

	PERSONAL QUALITIES
	Self-motivated
Positive outlook
Self-confident
Strong commitment to the gymnastics industry/sport

	SKILLS & KNOWLEDGE
	· Sound working knowledge of the technical aspects of recreational and competitive gymnastics programs relevant to this role
· Working understanding of human resource management practices issues including recruitment, occupational health and safety, anti-discrimination, performance management 
· Ability to work unsupervised/autonomously
· Ability to work effectively as part of a team
· Ability to communicate effectively with people at all levels
· Demonstrates a best practice approach
· Working knowledge of Microsoft based software including Word, Excel and the internet

	EXPERIENCE
	Significant coaching experience in recreational and/or competitive delivery of the gymnastics program/s relevant to this role
Demonstrated ability to effectively lead, manage, develop and motivate a coaching team

	QUALIFICATIONS
		Required
· Current Technical Member of Gymnastics Australia with Advanced Coaching Accreditation
Advanced or above judging qualifications in a relevant gym sport
· Current Working with Children Check
	Desired
· Current First Aid Qualification Provide first aid (HLTAID003) - formerly Senior First Aid
· Current Gymnastics Australia High Performance Coaching Accreditation
· Current Gymnastics Australia Course Presenters Qualifications
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