LOCAL COORDINATOR JOB DESCRIPTION
	OBJECTIVE:

To ensure that quality Special Olympics sports training programs are available to all eligible individuals in a specific geographic location or for a specific agency.  Local Coordinator is responsible to the Regional Director.


QUALIFICATIONS:
1.
Knowledge of Special Olympics Program and acceptance of its basic philosophy.

2.
Organizational and administrative abilities.

3.
Good communication skills, both verbal and written.

4.
Effective interpersonal skills.

5.
Leadership ability.

6.
Must be a registered Class “A” Volunteer.

Job Responsibilities:


1.
Organization and Administration

a.
Implement the Special Olympics program through the recommended Committee 

structure making appropriate chairperson appointments and coordinating its 

activities.


b.
Provide orientation for committee chairpersons.


c.
Maintain accurate records for all participants.



-  Registration records



-  Medical records


d.
Apply for accreditation from Special Olympics Connecticut office.


e.
Abide by general and sports rules of Special Olympics Inc.


f.
Attend Regional meetings


g.
Attend Leadership Conference.

h.
Ensure that all athlete registration materials for all Special Olympics competitions are complete and submitted to the appropriate regional Program Coordinator by the due date.  Any registrations sent directly to SOCT will be returned.

2.



a.
Ensure that information regarding training schools, competitions, meetings, 

workshops/clinics for agency liaisons, coaches and volunteers are distributed.


b.
Ensure that training manuals, rule books and other pertinent Special Olympics 

information is distributed to appropriate people.


c.
Ensure sports training and competition facilities are identified and appropriate.


d.
Identify and orient a head coach for each sport offered by the organization. 

Inform Head Coaches of yearly SOCT Coaches meetings and strongly encourage their attendance.


e.
Ensure that athletes participate in at least eight weeks of training prior to state 

competition.








  

3.
Recruitment

a.
Proactively recruit eligible individuals for participation in Special Olympics and 

volunteers needed to implement a quality sports training program.


4.
Finance

a.
Ensure that all bank accounts are established under SOCT accounting procedures and guidelines.


5.
Fund Raising

a.
Cooperate with Regional, State and National Special Olympics fund raising promotions and fund raising guidelines.


b.
Ensure that sufficient funds are raised to meet the annual needs of the Local 

Program Budget which includes the needs of all committee chairpersons.


6.
Public Education

a.
Promote awareness of what people with mental retardation can achieve in Special Olympics programs.


b.
Attend Regional/Chapter competitions.


7.
Volunteers


a.
Develop an annual volunteer recruitment plan for coaches.


b.  
Register all Class A Volunteers as per the SOCT Volunteer Registration Policy.


c.
Coordinate the efforts of civic clubs, recreation departments and other interested 

parties.
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