GA Swimming LSC Business Manager Job Description

1.
Job Title – Business Manager
A. Company: Georgia Swimming, Inc.
B. Location: Generally within the State of Georgia, (boundaries of the Local Swimming Committee (LSC). May telecommute within the state but must be able to travel as needed to fulfill job duties.

C. Job Type: Full Time

D.  Reports to: General Chair

E.  Salary Range:  $20,000 to $26,000 

2.
General Statement of Duties – Reporting to the General Chair, the Business Manager will have overall operational responsibility for Georgia Swimming, Inc.’s nonprofit's programs, services, expansion, and execution of its mission.

Serve as the point of contact for all GA Swimming Clubs (club contacts, head coaches) and outside organizations.  Maintain up-to-date contact information.  Send out email blasts to all clubs as needed by Board of Directors (BOD) members.


Serve as the initial point of contact for procuring contracts for GA Swimming’s (Meetings, Awards/banquet ceremonies, Southern Zone teams travel/lodging, LSC camps, and Sponsorships. Route contracts to appropriate LSC officer for review and approval in advance of deadlines.

3.
Responsibilities and Duties - 

A. Essential

· Coordinates GA Swimming Programs/Events

o
House of Delegates (HOD) Meetings Spring and Fall:

▪   Facilitate communication with BOD on preferable dates for HOD meetings, based on LSC and national calendars.

▪   Secure facilities

▪   Work with Coaches’ Chair to secure speakers for athlete and coach clinics

▪   Help athletes reps run their LSC meetings
o
Annual Golden Peach Awards:

▪   Secure awards, facilitate voting, develop presentation agenda and talking points for LSC championships, handle additional necessary logistics as assigned
o
Zone Teams:

▪   Post application process, application links, and selection process results to the website

o
Select Camp:

▪ Assist Age Group Chair with application link
o
United States Aquatics Sports Convention

▪  Coordinate travel to and from USAS convention, lodging, other activities within budget.
▪   Serve as the designated chaperone
and emergency contact for athletes
· Administrative Responsibilities

o
Assist with needs and questions from coaches 

o
Coordinate communications with membership (promptly respond to correspondence pursuant appropriate level of urgency)
o
Hiring and management of GSI Intern
o
Help with any committee needs

o
Answer questions from parents

o
BOD Meetings:


▪   Assist the General Chair (GC) in 
scheduling monthly BOD conference 
meetings

▪   Assist GC and Secretary with distributing agendas and minutes from previous meeting.


▪   Provide monthly committee reports to BOD.
o
Maintain the Georgia Swimming website (gaswim.org):

▪   Post LSC News, Records, 
Governance documents,

▪   Post “Teaching Tuesday” – (Use it to inform athletes, coaches, officials, and the LSC as a whole. Use Swim Swam, Swimming World, or other credible sources. Can also create a “series of posts” that are all related to each other during a period of time)

▪   Facilitate updates as needed:

· Club list

· Club Coaches

· Divisional Lists

· Master Calendar

· Meet / Event dates and meet information

· Time Standards

· Short course (SC) – Long course (LC) schedules

· Budgets

· Bylaws, Policy and Procedures, Rules and Regulations

· Committee meeting agendas and minutes

· Forms

· Other Governance documents

· Update sanctions

· College commitments

o
Set up payment links on Jot Form or website to PayPal for online payments.  Update amounts as necessary

o
Edit and distribute weekly Newsletters/emails

▪   Wednesday Weekly Update

▪   Thursday Three – (sent to the BOD with three updates regarding organizational business, event updates, etc. to keep the BOD informed on the day-to-day business of Georgia Swimming.)

o
Keep GA Swimming up-to-date with LEAP Level I.  Continue to achieve requirements for LEAP II & III.

o
Generate All-Star Towel list, distribute preliminary list, create final, and handle all interactions with towel producer.  Coordinate orders with treasurer.
·  Serve as the “Point of Contact”

o
Be a point of contact for swimming stakeholders in the State (Georgia colleges, county/municipal governments), ensuring GA Swimming has a presence and is in good standing with those 

o
Stay in communication with vendors and coaches on all running camps, meets, or information that may be needed

o
Coordinate LSC delegation to annual GA Aquatic Sports HOF
B. Other

· Other Responsibilities

o
Manage GSI intern

o
Mentor the Athlete Reps:
▪   Help athlete reps with communication to all clubs, club athlete reps

▪   Help athletes understand the BOD meetings, HOD meetings, and budget

▪   Help run Junior Athlete Representative Election

▪   Help athletes with other projects

o
Manage GA Swimming Social Media (Instagram, Face book, Twitter, etc)
o
Organize Uberconference calls as needed 
o
Other duties as assigned

4.
Qualifications & Skills
A.  Required

· College Degree in an applicable area (Business, Marketing, etc.)

 OR related/equivalent experience
· Previous involvement in the sport of swimming as an athlete or coach Other

· Excellent verbal communication, written and time management skills
· Proficient in Microsoft Word, Excel, and their Google counterparts
· Must obtain and maintain USA Swimming Level2 Membership
· Self-motivated individual, pays attention to detail
· Ability to use creativity to engage and increase followers across all platforms
B.  Desired

· Previous experience in the managerial side of the sport of swimming (Head

Coach, LSC Governance, LSC or USA-Swimming Staff, etc.)
· Masters Degree in a related area
· Current involvement in athletics 
· Previous background working with Non-profits
· Working knowledge of website design and maintenance

· Experience with Mail Chimp and email marketing campaigns 
· Event-planning experience
5.
Additional Benefits

· FICA, Unemployment

· Medical Spending Account - $2,400

· Travel - $1,000

· Out-of-Pocket - $1,200

