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Position Description


	Position
	Work Location
	Position Description Completed

	Club Capability Coordinator (Training & Education)
	Belrose
	August 2026

	Reports To:
	Direct Reports:
	Department

	Club Services Manager
	Club Capability Administration Officer (Training & Education)
	Culture & Capability



	PURPOSE STATEMENT

	This position supports priority clubs to build sustainable patrolling and training capability. Working closely with priority clubs, volunteer training managers and the Training & Education team, the role identifies training and trainer/assessor workforce needs and coordinates training delivery. The role also leads the design, implementation and evaluation of practical training administration support for priority clubs.



	
DIRECT Reporting Relationship
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	SELECTION CRITERIA

	Essential
	Desirable

	· Demonstrated experience coordinating training, education or capability-building initiatives.
· Strong organisational skills, with the ability to coordinate multiple activities, stakeholders and deadlines at the same time.
· Demonstrated ability to identify needs, develop practical responses and follow through on implementation.
· Experience working with volunteers, community organisations or other stakeholder groups with differing needs and levels of capability.
· Strong relationship-building and interpersonal skills, including the ability to work collaboratively with staff and volunteers.
· Experience coordinating or supporting trainers, facilitators, assessors or a casual workforce.
· Strong written and verbal communication skills, with the ability to provide clear and practical information to different audiences.
· Ability to gather and analyse information, monitor progress and use feedback to improve programs or services.
· Demonstrated initiative, sound judgement and a practical approach to problem-solving.
· Good digital literacy, including confidence using Microsoft Office and online systems.
· Ability to undertake some evening and weekend work to support volunteer stakeholders.
· Current driver’s licence.
	· Experience within Surf Life Saving, another volunteer-based organisation, or the broader sport/emergency service/community sector.
· Knowledge of training and assessment within a vocational education and training environment.
· Certificate IV in Training and Assessment or similar training/facilitation qualification.
· Experience designing, implementing and evaluating a pilot, service model or new support initiative.



	KEY OUTCOMES (KRA)

	Outcomes
	Key Activities

	KRA 1: Training Needs Analysis and Planning
	· Work closely with priority clubs, volunteer training managers and Club Services Manager to identify current and future training needs, including the awards required to support patrol capability.
· Identify gaps in trainer and assessor capacity and develop practical plans to address them.
· Use available data, consultation and local knowledge to prioritise training support.
· Develop agreed training plans with clubs and relevant branch and SLSNSW stakeholders.

	KRA 2: Training Delivery and Trainer/Assessor Capability
	· Recruit, coordinate and support a pool of casual trainers and assessors to deliver training where local capability is not sufficient.
· Coordinate courses and other training support in response to identified club needs.
· Work with volunteer training managers at club and branch level to provide co-delivery and development opportunities for probationary trainers and assessors.
· Develop clear and concise communications to support training delivery and implementation.
· Maintain oversight of planned training activity, trainer and assessor availability, delivery progress and emerging issues.
· Monitor and report on the implementation of agreed plans and initiatives.
· Gather feedback from clubs, participants, trainers and assessors and use this to identify improvements to future support.
· Evaluate agreed training initiatives and contribute to a positive, collaborative environment where staff and volunteers can provide feedback and improve delivery.

	KRA 3: Training Administration Support Pilot
	· Design and implement a pilot training administration support service for priority clubs.
· Work with the Club Capability Administration Officer to provide agreed course and skills maintenance administration support.
· Establish simple processes and service expectations so clubs understand what support is available and how to access it.
· Monitor use of the service, club experience, administrative workload and impact.
· Evaluate the pilot and recommend improvements and options for future delivery.

	KRA 4: Additional Responsibilities
	· Maintain a sound understanding of relevant SLSNSW training and education policies and processes.
· Work closely with the Training & Education and Club Services teams to ensure support is coordinated and consistent.
· Contribute to relevant education and club capability projects as required.
· Attend branch, club and SLSNSW meetings where required.
· Other duties as reasonably required.



	CORE RESPONSIBILITIES (ALL STAFF)

	Accountabilities
	Key Performance Indicators (KPI’s)

	Work Health and Safety
	· Demonstrates action taken in identifying hazards, assessing risk, and immediately report any injury, near miss and damaged equipment or any other hazard observed in the workplace;
· Demonstrates duty of care, considers own safety and the safety of others while at work;
· Reasonably complies with WHS guidelines and procedures, using protective clothing or equipment provided at all required times;
· Is fully aware of SLSNSW’s safety procedures and expectations, and actively participates and contributes;
· Participates in the ongoing improvement of the SLSNSW WHS policy and visibly and constantly supports its implementation;
· Practice and promote the SLSNSW Equal Opportunity, Harassment and Bullying policy by treating fellow staff and others fairly and equitably and without discrimination, harassment or bullying.

	Organisational Culture
	· Promotes and encourages personal growth and effective communication.
· Understands and supports policies and procedures of the organisation as defined in the Employee Handbook.
· Continually contributes to and supports volunteers & staff, including Directors, Branches, Clubs & Members

	Leadership/Teamwork
	· Supports the decisions of SLSNSW Board of Directors and SLSNSW Management
· Displays willingness to assist others, shares knowledge openly, cooperates and supports the department.
· Receptive and open to feedback
· Maintains a positive and constructive attitude that promotes confidence in those around them.
· Contributes to staff meetings and promotes the exchange of information throughout the organisation.
· Regularly meets with Manager to discuss performance, plans and current issues

	Continuous Improvement
	· Exercises initiative in making improvements to work processes and outcomes.
· Always searches for better ways and strives for best practice.
· Embraces and adapts to change




	WORKING RELATIONSHIPS

	Internal: Works closely with the Club Services and Training & Education teams, as well as relevant staff across Culture & Capability, Lifesaving, and Surf Life Saving Services, to coordinate and deliver training and capability support.

Volunteer and stakeholder relationships: Builds strong working relationships with Branch Directors of Education, club training managers, trainers, assessors and other club and branch volunteers to identify needs, coordinate support and build sustainable training capability.

External: Limited. 




	APPROVAL

	This position description has been reviewed and is considered to accurately reflect the requirements of the role and the organisation


	COO
	
	Date
	

	
	
	
	

	CEO
	
	Date
	

	

	I have read and understood this document and agree to perform the duties and responsibilities as listed within the list


	Employee Name
	

	
	

	Employee Signature
	
	Date
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