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Woking Blackhawks – Team Manager – Job Description 

OBJECTIVE: To manage all administration tasks associated with the team in order to allow the coach to concentrate on working with the players on the court.

TASKS:

1) Responsibility for ensuring that subs are collected at all training sessions and matches, keeping track of “owes/credits”, and documenting on the agreed forms.

2) Passing collected subs on to the club treasurer on a regular basis ( process tbd)

3) Making payments to the venue as required e.g. match fees

4) Registering new players and collecting the fees. 

5) Maintaining a players database for the team. – Sending updates to the club secretary to manage the central view of all teams.

6) Contacting players to inform them of training / match details – confirm availability to the coach.

7) Passing club/team news on to the parents of the players. Primarily this should be achieved through updates to the website, either directly by the Team Manager or via the site administrator(tbd)

8) Responsible for managing the kit (uniforms only) and ensuring it is available for matches. N.B. Balls to be the responsibility of the coaches.

9) Booking ad-hoc training/match venues as required.

10) Optionally produce player statistics during matches, depending on coach requirements. Need not be done by the Team Manager necessarily.

In practice the roles of Coach & Team Manager are a partnership and the range of tasks by either will be variable by team, however in order to allow Team Managers to cover each other during holidays etc, they should ideally be closely matched across all teams.
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