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The National Arena Swimming League

The National Arena Junior Swimming League

Role Description

National Communications Officer

for both Leagues

Responsible to:

National Secretary

Brief Description:

To assist in the communications between the clubs, constituent leagues and the membership, through the use of the League website and the use of Social networking.

Type of Contract:

Voluntary position/flexible hours supporting the rounds and the finals, remuneration on a self-employed basis will be considered.
Key Responsibilities:

Administration

· Maintaining the websites, with current relevant information

· Supporting the constituent league secretary’s in uploading information to their pages on the website.
Lead on social networking with the current relevant formats – Facebook, Twitter, Instagram etc. Do not use any League formats for personal views, they must only be used to express League business.

· Receive guidance from local Secretaries regarding their own league news items etc.

· Ensure all data shown on the website is correct and up to date.
· Attend the National finals supporting the administration team, advertising the event and supporting the streaming of the events.
· Write an appropriate report for all finals with the agreement of the National Secretary to appear on the website as soon as practical following the event.

· Always advertise and support our sponsors by getting openings into relevant publications about the league, including television and radio.

· Establish opportunities to enhance the league and its sponsors.

· Attend meetings of the league if asked to do so.

· Be aware of Good Governance requirements and actively promote these.
· Promote and personally comply with Swim England’s ‘WavePower’ child safeguarding guidance.
· To undertake any other reasonable duties as requested by the National Secretary.
· Out of pocket expenses will be reimbursed with prior agreement.
Person Specification

	Skills 
	Essential 
	Desirable

	1. Ability to absorb and impart factual information to others
	
	D

	2. Work within standard operating procedures
	E
	

	3. Excellent communication skills (written and verbal)
	E
	

	4. Ability to work on own and as part of a team
	E
	

	5. Excellent numeracy skills
	
	D

	6. Excellent time management skills
	E
	

	7. Ability to manage different work areas
	E
	

	8. Excellent IT skills
	E
	

	Knowledge
	
	

	9. Understanding of business structures, principles and planning
	
	D

	10. Understanding of WordPress 
	E
	

	11. Understanding of aquatics
	E
	

	Experience 
	
	

	12. Previous experience in swimming 
	
	D

	13. Experience of managing projects
	
	D

	14. Experience of working with volunteers and clubs 
	E
	

	Approach 
	
	

	15. Systematic approach to problem solving
	E
	

	16. Participative and self-confident
	E
	

	17. Consistent delivery of work
	E
	

	18. Able to work flexibly to meet the needs of the role
	E
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