INTRAMURAL EVENT COORDINATOR POSITION DESCRIPTION

Job Title:
Intramural Event/Scheduling Coordinator

Institution Name:
McKendree College

Department Name:
Intramural Sports@McK

Contact Person:  
Craig Robertson
Phone:  (618) 537-6420

Hours:
15 hours/week

REPORTS TO:  Director of Intramural Sports@McK

MINIMUM QUALIFICATIONS:

Education:
Must be currently enrolled

Certifications:
Must be willing and able to be certified in CPR and First Aid

Experience:
Previous management/supervisory experience, general athletic aptitude.  Previous experience working in Intramural Sports@McK not required, but preferred

REQUIREMENTS:

· Great customer service skills

· Effective verbal and written communication skills

· Flexible work schedule to meet program needs

· Shows enthusiasm and ability to lead and work with others

· Has excellent time-management skills and scheduling capability

· Must be able to research and assist with training of staff

· Must be available for all Intramural sports

· Able to lift at least 25lbs

· Some Weekend Work Required

SPECIFIC DUTIES:

· Schedule Leagues, Tournaments, and Promote Events (with assistance of staff)

· Run Captain/Free Agent meetings, and player discipline meetings with assistance from Director and Official’s Coordinators
· Recruit, train, schedule (along with Official’s Coordinator), and evaluate Intramural Officials and scorekeepers for each season.

· Supervise fellow employees, holding them accountable for their job duties

· Assist in program assessment, inventory, and the revision of rules, rules tests, and policies

· Maintain and apply knowledge of Intramural policies and procedures

· Review, along with Official’s Coordinator nightly paperwork (scoresheets, official’s evaluations, etc).

· Ensure adequate preparation of fields and courts

· Ensure equipment is ready for use

· Assist with set up and take down of equipment

· Maintain contact with teams and captains

· Attends all meetings scheduled by the Intramural Director

· Work no more than 15 hours per week
· Other Duties as Assigned

SKILLS GAINED:

· Customer Service
(   Assertiveness

· Time Management
(   Problem Solving

· Decision Making
(   Conflict Resolution

SPECIAL REQUIREMENTS:

Salary:
Minimum Wage + Stipend
Uniform:
One staff shirt per year provided by the department.  Staff shirt must be worn at all times during shift.
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