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	POSITION DESCRIPTION

	LACROSSE WA ADMINISTRATION ASSISTANT


This Position Description is an indication only of the job requirements at this time. Other tasks will be assigned from time to time to meet the needs of the organisation.  The description will be reviewed every 6 months and may be changed to meet the needs of Lacrosse WA and its members. 

	Date
	March 2017

	Position Title
	LACROSSE WA ADMINISTRATION ASSISTANT

	Organisation
	Lacrosse WA

	Hours
	8 hours per day - Thursday
Or 

4 hours per day  - 8 Hours per week – Thursday, Friday

	Reports to
	LWA Executive Officer, LWA President and LWA Board


PURPOSE OF THIS JOB:

The purpose of this job is to provide assistance to the LWA Executive Officer and the Lacrosse WA Board.

	Key Skills
	Database management
Clerical work 


	
	In this position you will:

	
	· Maintain the records of LWA membership 



	
	· Audit all men’s and women’s match reports and make corrections as needed in SportsTG by the Friday of each week

	
	· Send report to Executive Officer to notify if any results are not entered and unregistered players by the Friday of each week.


	
	· Maintain competition records 


	Key Attributes
	Proactive self-starter who can initiate required actions

Ability to work independently

Comprehensive computer knowledge

Strong attention to detail

Excellent organisational and communication skills

Knowledge of Microsoft Office

Knowledge of SportsTG desirable but not essential



For expressions of interest please contact LWA President, Murray Gates on president@lacrossewa.com.au  
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