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Lothian Disability Sport




JOB DESCRIPTION
Job Title:

Disability Sport Officer
Reporting To:
Chair, Lothian Disability Sport 
Work Place:
Norton Park, Edinburgh.with travel throughout the region
Salary :
£20,520 per annum – offered on a fixed term one year basis (may be continued, subject to funding being available)
JOB ROLE
· To manage a range of sporting activities and events (school and senior calendar) relating to the participation of people with disability across Edinburgh and the Lothians

· To be the key point of contact for partnership work, liaising with local authority partners and others to deliver a range of sports activity at local, regional and national level

· To represent Lothian Disability Sport to a wide range of stakeholders.  Act as Branch representative and coordinator for branch activities in relation to Scottish Disability Sport and related events.

· Work with local sports clubs and groups to increase their capacity and assist with governance arrangements
MAIN DUTIES:
· Planning and leading exciting sport activity programmes for children, young people and adults with a learning, physical or sensory impairment

· To plan, co-ordinate and administer events run by Lothian Disability Sport 

· To be responsible for the development and delivery of the disability sport school calendar across Lothians, liaising with a range of partner agencies

· To liaise with the four local authorities, leisure trusts and voluntary organisations in Lothian to maintain existing activity programmes but further seek new opportunities for growth in disability sport
· To increase club affiliations and to liaise with local clubs to identify support requirements.
· To organize, attend and co-ordinate teams representing Lothian Disability Sport at national events, liaising with school officials and other organisations in the adult programme
· Report writing, keeping records and financial controls

· Conduct monitoring and evaluation of events and keeping records

· To attend and represent Lothian Disability Sport at appropriate seminars, conferences and meetings

· Link in with Scottish Disability Sport  national programmes and events

· To increase awareness of the work of Lothian Disability Sport and to publicise the activities organised by the branch, including regular web site, twitter and facebook updates

· Attend LDS Management committee and support committee members where required
· Attend to the administration of all sporting events and activities – maintaining branch records and database.

· Provide governance advice to the Management committee in relation to policies and procedures and act as the Child Protection Officer and main signature for PVG.

· To update and maintain LDS website on a regular basis and use social media regularly to update on activities

· To manage and monitor budgets, particularly in relation to funding applications and work closely with the Treasurer to ensure correct accounting and reporting.
· To establish processes and procedures relating to activities and financial record keeping, providing monthly reports to the Management Committee and Treasurer where required.

· Respond to enquiries from the general public regarding disability sports information and signpost to relevant agencies.
· Keep an up to date record of all local agencies sporting activities

· To support fundraising initiatives by the LDS Management Committee
· Organise the annual LDS Awards night and AGM, paying particular notice to encouraging clubs to nominate

· To carry out any other duties relevant to the post

ESSENTIAL SKILLS FOR THE ROLE
· Previous demonstrable experience in working with and supporting people with a disability, preferably in a sports setting
· Background demonstrating event planning and coordinating skills
· Project management skills and experience
· Sound administration skills, delivering a range of diverse project activities, report writing 
· Good working knowledge of various IT packages and databases,  comfortable with the use of social media and maintaining a website

· Able to work on own initiative with minimum direct supervision

DESIRABLE SKILLS FOR THE ROLE

· Previous experience of recruiting and managing volunteers

· HNC/HND Sports related qualification
· Be well organised and demonstrate strong leadership and self-management skills
· Experience of working effectively in teams and as an individual, always maintaining a professional approach to work

· Be a positive role model at all times 
· Hold a current driving licence or if not and invited to interview, able to demonstrate how they may fulfil the role using other forms of transport
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