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Job Title: Representative Coordinator  Reports To: Executive Committee 

Key Skills & Abilities: 

• Well-developed communication skills. 

• Excellent organisation skills. 

• Ability to delegate tasks. 

• Ability to liaise with external parties. 

• Computer literate with good excel, report-writing and record keeping skills. 

 

Responsibilities & Duties: 
• Maintain a register of representative players names, addresses etc. 

• Maintain a register of representative coach and managers names, addresses etc.  

• Representative match management.  

• Establish fitness programs. 

• Maintaining team equipment. 

• Maintaining, issuing and reporting representative attire.  

• Accommodation arrangements. 

• Travel arrangements including logistics. 

• Work closely with the treasurer to determine appropriate budgets. 

• Enter teams in their relevant competitions. 

• Book venues for training and match day competitions. 

• Ensure all players are registered and cleared to play in their nominated teams. 

• Co-ordinate all player and coach clearances and transfers. 

• Ensure accurate financial statements/reports are presented at meetings. 

• Communicating with players and guardians about, events/campaigns, expectations and 
goals. 

• Liaise with players and guardian’s financial requirements for representative programs.  

• Attend external representation on Netball NSW affiliated and other identified committees as 
required. 

Time Required: Up to 20 hours per week 

Other Requirements of the Role  

❑ Induction Training 
❑ Police Check 
❑ Working with Children check 
❑ Other Training As Identified 
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