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Team Manager – Role Description
Role Purpose
The Team Manager is responsible for the administration, organisation and communication required to support the team. The role acts as the key link between players, parents, coaches, club officials and opposition clubs, ensuring activities run effectively and safely.
Key Responsibilities
1. Player Registration & Membership
· Ensure players are correctly registered with the club and governing body systems.
· Maintain accurate player and parent contact details in accordance with GDPR requirements.
· Support timely collection of membership fees in line with club policy.

2. Medical Information & Welfare Support
· Maintain accurate player medical information and ensure it is readily available when required.
· Ensure relevant information is provided to qualified first aiders when necessary.
· Support club welfare and safeguarding processes by escalating concerns appropriately.

3. Communications
· Act as the primary communication contact for players, parents and guardians.
· Communicate training, fixture, festival and tour information clearly and promptly.
· Facilitate positive relationships between players, parents, coaches and club officials.
· Support conflict resolution through calm, professional communication.

4. Matchday & Training Logistics
· Manage player availability and attendance records.
· Coordinate fixture administration with club officials and opposition teams.
· Confirm venues, kick-off times, changing facilities and hospitality arrangements.
· Ensure all participants are aware of event schedules and requirements.

5. First Aid & Safety Coordination
· Confirm suitable first aid provision is available for all matches, festivals and tours.
· Ensure first aiders have necessary equipment and venue information.
· Shre relevant emergency information, including venue locations and nearest emergency departments.
· Support implementation of RugbySafe procedures where required.

6. External Relationships
· Act as a positive representative of the club.
· Liaise with opposition team managers, referees, league organisers and fixtures secretaries.
· Coordinate friendly fixtures where appropriate.
· Manage post-match administrative requirements, including Electronic Match Cards where appropriate.

7. Volunteer Coordination
· Coordinate parent/guardian and volunteer support for fixtures, festivals and tours.
· Assist with transport arrangements, hospitality and matchday duties where required.
· Support the club’s safeguarding culture and policies.
8. Safeguarding
· Report safeguarding concerns to the Club Safeguarding Officer.
· Notify the safeguarding team of new volunteers requiring DBS checks.
· Support the club’s safeguarding culture and policies.

Skills & Experience Required
	Essential
· Strong organisational and communication skills.
· Ability to manage schedules and logistics effectively.
· Approachable, reliable and professional.
· Current DBS check.
· Completion of Introduction to Safeguarding and Headcase Concussion Awareness training.
Desirable
· Experience in team administration or volunteer coordination.
· Competent user of Outlook, Word and Excel, or alternative software.
· Experience using GMS, Spond, TeamSnap, Heja or similar platforms.
Personal Attributes
· Calm under pressure.
· Excellent communicator.
· Reliable and well organised.
· Positive ambassador for the club.
· Committed to creating a positive rugby experience for all participants.



www.hampshirerfu.com
image1.png
AN
Wi Hampshire

@ Rugby Football Union




