
SAMSPA    Job Description 
 

Position Title:   SAMSPA Operations Coordinator  

Reports To:    President, SAMSPA 

 

Position Overview 

The St. Albert Men’s Slo-Pitch Association (SAMSPA) is one of the largest and preeminent softball 

leagues in the country.  The league fully operates a four-diamond softball facility (Meadowview 

Diamonds) in St. Albert, AB and provides a full concession and licensed refreshment room.      

This position is responsible for supporting the league executive by coordinating and administering a 

number of the day to day operational aspects of the association.  This is a year-round position but the 

bulk of the tasks are completed from March through October. 

Responsibilities 

- Provide support to the Executive in maintaining day to day administrative and financial 

management requirements 

- Act as a conduit for complaints and ensure follow-up has occurred 

- Assist the Treasurer as needed with reconciliation, corporate registry updates, filings, budget 

preparation 

- Monitor all association email and postal mail 

- Co-ordinate and attend all league and executive meetings including: scheduling, facilities, 

agenda distribution, minute taking, minute distribution and roll call 

- Organize and manage the league’s documents into a functional web-based filing system 

- Assist Director of Scheduling with schedule creation (regular season and playoffs) 

- Maintain in-season and playoff scheduling changes (rain-outs, etc.) 

- Primary liaison with umpires on all schedule-related activities 

- Interface with maintenance and concession contractors to review performance, identify issues 

and escalate as needed 

- Identify health and safety issues including inspections and defibrillator maintenance and 

escalate as needed   

- Send out league communications (via website) 

- Manage team contact information and rosters (via website) 

- Update diamond conditions (website) 

- Update web content / documents 

- Coordinate and attend pre-season bat testing events 

- Manage interactive web pages (players looking for teams, teams looking for players, volunteer 

posts, new teams wanting into league, etc.) 

- Forward inquiries to appropriate executive members 



- Support the Director of Sponsorship & Ads with contract preparation, financial transactions, 

ordering signboards and solicitation of new sponsors and renewals 

- Orient new executives who are onboarding into their roles 

Qualifications 

- Highly self-motivated and organized individual with strong attention to detail 

- Experience supporting senior executives or service board members 

- Demonstrated experience in scheduling and coordinating operational activities  

- Excellent written and verbal communication skills 

- Familiar with MS office products and updating website information 

- Must be able to work independently under minimal supervision while successfully meeting goals 

- Prior training and/or experience in the field of Recreation Administration is a benefit 

- Experience with event scheduling software is an asset 

- Experiencing in working with not for profit and / or sports organizations is an asset 

NOTE: This is a half-time position with the bulk of work occurring between March and October but there 

a number of meetings and administrative activities that occur in the fall and winter. 

Interested candidates are encouraged to reply with their resume (include cover letter) to 

SAMSPA.Alerts@gmail.com 

Closing date for posting is Dec 31, 2018. 
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