SPECIAL OLYMPICS SOUTHERN CALIFORNIA

JOB DESCRIPTION
LEVEL OF RESPONSIBILITY

AND AUTHORITY:



MANAGER
FUNCTION:




MANAGER, REGIONAL SPORTS

DEPARTMENT:



SPORT PROGRAMS & COMMUNITY AFFAIRS

REPORTS TO:



REGIONAL DIRECTOR
SUMMARY:
 Responsible for the organization and management of the Special Olympics sports program in the identified Region to support athlete growth and retention. The Regional Sports Manager oversees and manages sports programming, training, and competitions for the given Region. Specific duties and responsibilities may vary by Region.
SPECIFIC DUTIES AND RESPONSIBILITIES:

Outreach:  Conduct and support athlete outreach throughout the Region.

Sport Planning:  Develop and implement a comprehensive sport program by identifying the goals and needs of the Region.

Sport Program Management:  Manage Region’s sports programs, staff, community teams and local programs including tasks such as securing facilities, uniforms, coaches, insurance certificates, transportation and equipment.

Coach Recruitment, Training & Management:  Recruit, train and supervise coaches for all sports offered including hosting orientations, clinics and meetings.  Oversee the Head of Sport, Head Coach and Assistant Coaches of each sport. Maintain regular communication with coaches that includes written and verbal expectations. Schedule periodic visits with coaches and teams at practices and competitions. Organize and conduct quarterly general orientation sessions, protective behaviors and sports training schools. Maintain coach database and manage certification process.  

Sports & Games Management Teams:  Recruit and manage members for Sports Management Team  (SMT) and Games Management Team (GMT).  Utilize team members to expand program opportunities, including training and competition.  Supervise GMT for all sports.

Compliance with Rules:  Ensure all athletes train and compete according to SOI and SOSC specifications.

Championships:  Oversee sport venue during Chapter Championships.  Work with venue director and SMT to ensure venue operations flow smoothly. Coordinate participation of Regional programs in Chapter events. Manage assigned delegations at Chapter competitions. Act as primary delegation contact throughout the event(s) and oversee delegation registration, housing and travel logistics.

Tournaments:   Organize and manage Regional tournaments. Identify and contract for facilities. Oversee team registration and athlete divisioning. Recruit event volunteers. Secure meals, officials, insurance and awards, and manage results. This responsibility may be shared with other SOSC staff.

Medical:  Coordinate and run athlete medical days as needed.  Secure medical personnel, promote opportunities to athletes.  Coordinate office set-up and monitor athlete medical forms to ensure they are current and send forms to Chapter staff.

Equipment & Supplies:  Maintain sports equipment and supplies in the office and at storage facility.  This may involve the maintenance, purchase, inventory, distribution and collection of sports equipment and uniforms.

Athlete Leadership Programs:  Oversee and assist with ALP’s. Host global messenger trainings and other leadership-type events as needed.

Fundraising:  Assist with Regional fund-raising events as needed.

Community Resources:  Enlist community resources such as service and civic clubs, recreation departments, colleges & universities, high schools and local businesses to support regional sports program.  

Volunteer Management:  Recruit coaches and other volunteers as required. Coordinate completion of Volunteer Registration Forms and forwarding of same to Chapter for Volunteer Screening.

Administration:  Assist with such tasks as athlete registration, updating rosters, compiling sports / medical notebooks & phone trees, overseeing skills assessment tests and the assessment of coach / team needs.  Assist with the publication of a newsletter.  Utilize GMS for athlete / volunteer database management and games management.

Other:  May perform duties of the Regional Director in his/her absence.   Perform other duties as assigned, including the general duties and responsibilities listed in the  addendum attached to this document.
QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.   

Education and/or Experience:
●  Bachelor’s Degree required
●  Work experience in recreation, sports administration or program development preferred
●  Two years of experience in organizing and managing sport programs and competitions/events

●  Knowledge of Special Olympics sports rules and sports programming preferred
●  One year of Special Olympics experience or similar non-profit required

●  Paid or volunteer experience working with individuals with disabilities preferred.

Skills and/or Abilities:
●  Excellent oral and written communication skills, and public speaking skills

●  Excellent organization skills
●  Ability to multi-task effectively

●  Ability to work with statistics and analyze data

●  Excellent problem-solving skills

●  Ability to be flexible

●  Ability to work effectively with individuals with disabilities
●  Ability to supervise and train volunteer coaches
●  Proficiency in using relevant technology, including Microsoft Access and Excel as well as various special software for events

●  Ability to travel and to work evenings and weekends to meet job requirements

●  Have valid California driver’s license and meet minimum California vehicle insurance requirements
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GENERAL JOB DESCRIPTION – MANAGER
The individual in a Manager level job has the following general duties and responsibilities in addition to the specific duties and responsibilities listed for his/her position:

Strategic direction and planning:  Provide input and support for setting the strategic direction of the organization, engage actively in the strategic planning process, and establish annual area goals.

Leadership:  Provide general leadership to community partners, volunteers, and staff in respective area(s) and/or program(s) to ensure the successful achievement of SOSC’s mission and goals.

Infrastructure and organization:  May provide infrastructure and organization in respective area(s) and/or program(s) that are conducive to achieving SOSC’s goals and supporting the strategic plan.

Policies and practices:  Provide input into the organization’s policies and practices and implement them in area(s) and/or program(s) of responsibility. 

Rules and regulations:  Ensure compliance with SOI and SOSC rules and regulations in area(s) and/or program(s) of responsibility.

Number of functions / areas:  Oversee one function or area.

Number of direct reports / indirect oversight or matrix management:  May direct work of staff or volunteers.

Control and influence:  Regularly exercise discretion and independent judgment.

Authority for decisions:  Under general supervision may take independent action in area of responsibility; must keep supervisor informed of routine situations and seek pre-approval for non-routine decisions. 

Opinions and advice:  Provide opinions and advice to supervisor.

Personnel decisions:  May perform on-going assessment of staff.  May recruit, train, or supervise volunteers.

Personnel actions by management direct reports:  N/A 

Back-up and succession planning:  N/A 

Training and development needs:  N/A 

Management team / Board meeting participation:  Participate actively in department and other staff meetings; may staff a volunteer committee.

Inter-departmental communication and coordination of resources:  Ensure effective inter-departmental communication, coordination of issues that affect long-time organizational vision and development of priorities, and problem resolution involving area of responsibility.

Budget development:  May assist in development of budget for area of responsibility within approved parameters.

Budget management:  Initiate expenditures for area of responsibility with pre-approval from supervisor.

Productivity, efficiencies, cost cutting, organizational image:  Provide input and support for organization-wide plans; develop and implement improvements in area of responsibility to improve productivity, increase efficiencies, cut costs, and enhance the image of the organization.

Program / activities / events:  Develop and implement program(s), activities, and events for area of responsibility.

Outreach efforts/enlist community support and resources:  Engage in outreach efforts to promote the interests of SOSC and enlist the support of community resources (such as service/civic clubs, recreation departments, colleges and universities, local businesses, event developers, and specialized constituencies).

Support and assistance to other areas: Provide support and assistance to other areas and program(s) as needed. 

Data collection and information management:  Oversee the maintenance of accurate and relevant information management system in relevant program(s).

Accurate and adequate recordkeeping:  Ensure accurate and adequate records are kept for area/region/program(s)/events.

General administrative and clerical support:  N/A

Paperwork:  N/A

(N/A = Not a major duty or responsibility for this Level)

PHYSICAL REQUIREMENTS:  The physical requirements described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to talk or hear.  The employee frequently is required to sit and to use hands to finger, handle, or feel.  The employee occasionally is required to stand, walk, reach with hands and arms, lift or carry up to 24 pounds, and lift overhead up to 24 pounds.  Specific vision abilities required by this job include close vision and ability to adjust focus.  

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.  This job requires occasional driving.

