Template 4 – Example Role Description – Induction Co-ordinator
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Induction Co-ordinator
As an Induction Co-ordinator you play a crucial role in welcoming and inducting new members into the club and making sure they’re initial experience is positive and engaging enough to be retained by the club. It’s a vital role in any club or club network. You must understand that new members join the club for many different reasons, so you must make the sport as appealing as possible. 

Ideally, you’ll need to be:

· Willing to be PVG checked;

· Confident
· Good people skills
· Good at communicating and motivating with a good sense of humour;
· Good presentation skills
· Organised with a willingness to learn.
· Motivating

· Patient and a good listener

· Knowledgeable about athletics and energetic

· Resilient
What you will do:

· Arrange induction evenings for new members e.g. monthly
· Contact potential new members to inform when next induction is taking place

· Keep up to date with club polices/procedures/governance

· Deliver a presentation around the club, including polices/governance, competition opportunities, training information etc

· Create a warm and welcoming environment

· Ensure new members are direct and introduced to the coach and training group they will attend

· To undertake appropriate training for the role, i.e. Safeguarding and Protecting Children training;
How much time will it take?

This role in most cases will take 1 hour per week and 1 - 2 hours on Induction meeting 
What you’ll get out of it:

The satisfaction of being part of a team which is developing a club, in addition the experience of running community-based activities and can provide essential skills which may help in the job market. The influence you have on your team makes it an extremely rewarding and stimulating role.
Job Description Template – Induction Co-ordinator
The template below provides some ideas for the type of skills and duties that can be included on a job description for an Induction Co-ordinator. The duties should be amended, improved, added to or deleted to suit the circumstances of the club, but in particular to suit the person taking on the job e.g. their current commitments, skills, time constraints etc.

	JOB TITLE: 
	Induction Co-ordinator

	RESPONSIBLE TO: 
	The Club Management Committee 

	SKILLS REQUIRED: 
	· Willing to be PVG checked;

· Confident

· Good people skills
· Good at communicating and motivating with a good sense of humour;
· Good presentation skills
· Organised with a willingness to learn.
· Motivating

· Patient and a good listener

· Knowledgeable about athletics and energetic

· Resilient



MAIN DUTIES:
1. Arrange induction evenings for new members e.g. monthly

2. Contact potential new members to inform when next induction is taking place

3. Keep up to date with club polices/procedures/governance

4. Deliver a presentation around the club, including polices/governance, competition opportunities, training information etc

5. Create a warm and welcoming environment

6. Ensure new members are direct and introduced to the coach and training group they will attend

7. To undertake appropriate training for the role, i.e. Safeguarding and Protecting Children training;

TIME COMMITMENT:…………………………………………… 

