SQUASH NEW ZEALAND
Y POIPATU AOTEARCA

JOB DESCRIPTION

Performance Operations Coordinator

About the business

Squash New Zealand Poipatta Aotearoa (SNZ) is the national governing body for Squash in New
Zealand. Our vision for squash is ‘New Zealanders enjoying squash from grassroots to excelling
on the world stage’. A key purpose for SNZ is to inspire New Zealanders through story telling our
amazing squash stories and enhance our promotion of squash. Squash New Zealand Poipata
Aotearoa is committed to creating a high-performance environment that is cohesive, inclusive,
supports growth, and produces players capable of succeeding on the world stage.

Reports To
Squash New Zealand Poipatd Aotearoa Chief Executive. The National Performance Coach will
direct many of the high-performance related tasks.

About the role

Reporting to the Chief Executive and many tasks directed by National Performance Coach, the
primary purpose of the Performance Operations Coordinator is to assist the National Performance
Coach in organising and planning for training camps, international campaigns, and key meetings.
The role will play a vital role in facilitating team selections and appointments, whilst also managing
relationships with key stakeholders. Additionally, the role will support the organizing of other
events in the organization by arranging and coordinating board meetings, referee travel and
national events, including our AGM, face to face forums, coach conferences and annual awards.
Expertise in logistics, planning and attention to detail will be instrumental in ensuring the success
of these initiatives and enhancing the overall performance of the organisation.

Key Relationships

SNZ Staff

Board members

District Administrators

Selectors

Players and coaches in the end-to-end pathway
High Performance Sport New Zealand
Master’s and Referee Director
National referees

Club led event organisers

Life members and sponsors

Preferred travel agent

Official clothing provider



Responsibilities and Duties

« Lead the planning, managing logistics and organisation of:

e International campaigns, such as World Juniors, World Teams Championships, Trans-
Tasman Masters and Juniors, World Doubles and Commonwealth Games,

e End to end player training and/or development camps,

« National annual events such as annual awards, coaching conference, face to face
forums and Annual General Meeting,

o Referee travel commitments at national events,

e Board meetings.

« Facilitate the selection processes for coaches and players in our international campaigns.

« Facilitate the content and send the bimonthly newsletter for key stakeholders in the high-
performance programme.

e Be the primary point of contact to communicate with key stakeholders in the High-
Performance programme (excluding performance players and performance coaches), such

as

« Districts regarding any camps or coordinating programmes,

« High Performance Sport New Zealand for reporting, payments, and investment
agreements,

e Clubs who are planning to incorporate PSA events in their tournaments,

o Master’s Director in supporting Masters Trans-Tasman campaign.

e Budget management of end-to-end pathway.
« Ensure the annual High-Performance booklet is completed and sent to all stakeholders.
o Co-ordinate athlete commission and advisory group meetings.

Skills and Experience

Experience in Sports administration: Previous experience in sports administration or a
similar role in high performance sport is essential to provide valuable insights into the
specific needs of the high-performance programme.

Planning and logistics: Strong organisational and planning abilities are crucial to
coordinate training camps, international campaigns, meetings and national events
effectively.

Communication: Excellent communication skills are necessary to interact with various
stakeholders including coaches, athletes, administrators, and external partners.
Relationship Management: Ability to build and maintain positive relationships with key
stakeholders, ensuring effective collaboration and support for the high-performance
programme.

Attention to detail: Being detail orientated is vital for managing complex logistics,
handling team selections, and overseeing event arrangements.

Problem-Solving: The role may involve addressing unforeseen challenges and making
quick decisions during events or campaigns

Event Management: Experience in organizing events, such as AGMs, face to face forums
and coach conferences is beneficial.

Time Management: Efficiently managing multiple tasks and deadlines is crucial in a fast-
paced high-performance environment.

Collaboration: Being a team player and working collaboratively with various departments
within the organization is essential for seamless logistics

Flexibility: Willingness to adapt to changing priorities and be available to support events
or campaigns outside regular hours.

Overall, the ideal candidate should possess a minimum of two years’ experience in handing high
performance events or tasks, a strong passion for sports, be familiar with squash, be highly
organised, and possess excellent interpersonal skills to ensure the success of the high-
performance programme and the smooth running of national events.



