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	Position Title:
	Premier Cricket Officer


	Employment Status:
	Full Time

	Salary Range:
	

	Department:
	Cricket Operations

	Reports To:
	Premier Cricket Manager


	Direct Reports:
	Nil

	PD last updated:
	March 2010



About Cricket Victoria

Cricket Victoria is one of Australia's leading sporting organisations and carries the responsibility of developing Cricket throughout the State.
Position Summary 

To perform day to day management and co-ordination of the Premier Cricket Department including assisting the Premier Cricket Manager, Umpiring Department and liaison with Premier Clubs and Umpires and secretarial support as required.

Accountabilities / Responsibilities 

1.
Secretarial assistance to the Premier Cricket Manager including:

· Answering and screening of telephone calls.

2.
Assist Premier Cricket Manager with all aspects of Premier Cricket including:

· Paperwork associated with each Premier round (Clubs and Umpires), action if necessary/file (team sheets, calculation sheets, match reports, player reports, criteria assessment exception reports etc.)

· Player clearances – Processing/Management.
· Ladders – Preparation, distribution and uploading to website.
· Player behaviour (recording any “mentions/reports” etc.) – processing/management.
· Send correspondence to various Premier cricket stakeholders.
· Pitch and outfield assessments – processing/administration.
· Appraisal of Conditions – processing/administration.
· Spirit of Cricket Award – processing/administration.
· Strike-rates, over-rates, ball usage data – processing/administration.
· Ryder Medal voting for  all XI’s – processing/administration.
· Premier Cricket  Final (required at ground for duration of match).
· Collation and preparation of manuals (Administration Managers, umpires, finals, curator, scorers).
· Distribution and collation of Criteria Assessment requirements eg. Statutory Declarations.
3.
Support to Umpiring department including:

· Assistance with Umpires’ Winter Classes, SINS, Seminar booklets and mailouts.
· General administration assistance and advise to all Premier clubs.
· Maintain and update Database.
· Maintain and update Umpires’ website.
· Umpire Appointments - preparation, distribution and communication with umpires re changes/ cancellations etc. of matches, advising Herald Sun appointments for publication in paper each Friday before a match.

4.
Support to the Women’s Cricket Department including:

· Administration assistance wherever possible.
5.
Umpires payroll

· Preparation of timesheets for Accounts (CV Panel - 95 members).
· Collation of umpires’ bank details, statement by supplier forms.
· Collation and distribution of umpires’ pay advice letter.
6.
Preparation and distribution of Minutes including:

· Delegates (via Dictaphone).
· Pennant Committee.
· CV Tribunal.
· Other as required.
7.
Cricket Victoria Handbook

· Collate all advertising, rules, fixtures and department pages.
· Ensure all club information is up to date.
· Liaise with publishers for printing.
· Ensure all clubs receive a copy of the handbook.

8.
CV Gala Awards 

· Preparation of Presentation booklet.
· Collate votes and preparation of vote-count presentation.
· Preparation of Award Winners slideshow.
· Distribution of promotional material to Premier, VSDCA and VWCA clubs.
· Organising for award plaques to be engraved and award cheques to be processed.

· Assist Marketing department with other aspects of organisation of event ie. (Running sheet, invitees, club bookings etc.)
9.
Premier Previews

· Preparation and distribution of Preview e-newsletter.
· Preparation and distribution of Preview booklet (approx. 300 recipients).
· Uploading of Preview to website.
10.
Annual General Meeting

· Organise advertisement in Herald Sun Newspaper.
· Distribution of nominations.
11.
Premier Cricket Country Round

·  Assist Local Governments, Host Associations, Umpires and Clubs with administration, 
promotions, information, statistics.
12.
Other
· Preparation and distribution of ‘The Bulletin’ e-newsletter to Premier Club Administrators and Presidents.
· Ensure delegates room is set up for delegate/board meetings and organise catering. 

· Preparation and distribution of ‘The PUN’ e-newsletter to CV Panel Umpires. 
· Maintain and update Premier Cricket Website.
· Assist at functions/hospitality as required (both interstate and international).
· Order all awards, trophies, pennants, medals for Premier Cricket Competition.
· Processing and distribution of international/interstate scoresheets and match reports.
· Updating of All Premier Club information on database (players and officials).
· Assist with the organisation of Scorers’ Seminar.
· Relief reception as required (shared with other departments).
· Provide information of Premier cricket related nature, as requested (player statistics, scores, fixtures, player lists, history,  general queries).
· Distribution and collation of Premier Cricket Office Bearers and Statutory Declarations (18 Clubs).
13.
Occupational Health & Safety (mandatory for all PDs)
· Take reasonable care for your own health and safety, and for the health and safety of others. 

· Co-operate with Cricket Victoria with respect to legislative occupational health and safety requirements.
Other

· All other duties as directed by the General Manager – Commercial Operations or the CEO.
 
Key Performance Indicators  

1. Accurate data entry.

2. Exceptional levels of customer service.

3. Attention to detail in all written correspondence.

4. Maintenance of statistics, websites, newsletters etc.
KPI’S will change over time in line with company priorities.  You may be issued with specific, measurable KPI’s.

Key Interactions   

1. Premier Cricket Manager

2. CV Umpiring Manager

3. CV Umpiring Officer

4. Women’s Club Administrator

5. General Manager Cricket Operations

6. Premier Club Administration Managers

7. CV Umpires’ Panel

8. Scorers

9. Herald Sun

10. Cricket Victoria management and staff.

Key Selection Criteria / Position Requirements 
Qualifications & Licenses

· Relevant tertiary qualifications, et Sport Management/Administration, or a related area of study

Knowledge, Skills & Experience 

· Advanced Computer skills (Word, Excel, Access, Internet/email)

· Excellent communication skills – written & verbal

· Excellent organisational skills

· Efficient, enthusiastic and reliable with the ability to work  both independently and within a team environment
· Events coordination experience
Approval  
The list of responsibilities herein is not intended to be all-inclusive, and may include additional responsibilities as required and assigned. It may become necessary to modify / change the Position Description from time to time.  Please sign as understanding and acceptance of the Position Description. 
Employee Signed: ______________________________

Date: ______________________

Manager Signed: _______________________________

Date: ______________________

Manager Position: ______________________________
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