POST:
Scottish Touch Series Coordinator
LOCATION: Various

RESPONSIBLE TO:
Director of Marketing







APPROXIMATE WEEKLY TIME COMMITMENT: 1-2hours (+ 4 Event Days)

	Responsibilities

	General Role:
· Co-ordinate the tender process for Scottish Touch Series 

· Ensure events meet set quality guidelines & selection criteria

· Work with Event Organisers to ensure consistent approach across Series
Key Focus Areas:
· Co-ordinated approach across all events to ensure Series status is maintained

· Fair and impartial tendering process

Additional Responsibilities:
· Work with Marketing team to ensure consistent Branding

· Gather feedback from Participants and Organisers

	Person Specification
	

	Essential:                                                                  
Knowledge:
· Sports event management, or participation experience 

Other Areas: 

	Desirable:

· Tender process experience
· Previous participation in Scottish Touch Series or similar


	Skills/Experience
	

	· 
	· 


