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Job Description
	Name
	

	Position Title
	Team Fiji General Manager

	Reporting to 
	Chef de Mission

	Responsibility for staff
	Allocated Section Managers


Position Purpose
To assist the Chef de Mission in ensuring that Team Fiji is presented with all the opportunities and support services it needs to produce medal winning performances and to represent Fiji with pride as ambassadors of the country.  In particular the General Managers will work closely with the National Federations in regards to team preparation and Team Fiji activities.
Functional Relationships:
	External 
	Internal

	Games Organizing Committee
Fiji National Sports Commission

Fiji Sports Council

Ministry of Youth and Sports

Other relevant Government Departments

Diplomatic Community
Corporate Community 

Relevant regional/international stakeholders
	Chef de Mission & HQ Management

Executive Board, FASANOC Staff & Volunteers
FASANOC Commissions

National Federations

Nominated Team Officials

Athletes & Athlete support community


Key Accountabilities: 

	FASANOC duties
	Performance indicators

	PRE-GAMES

· Work with the CdM, Deputy CdM, CEO, Team Fiji staff, HQ team and volunteers to implement Team Fiji timelines, calendar of events and communications plan
· Provide support and direction to a group of allocated Section Managers in regards to team preparation and  assist to ensure that Team Fiji deadlines are met

· Work with allocated group of Section Managers to ensure that:

· all Team Fiji communications are appropriately communicated to relevant parties
· NF selection criteria is as per SJC guidelines 

· NF selection criteria is circulated within the NF, including to the coaches and in particular the athletes

· trials are conducted as scheduled

· team lists with selection justification are submitted according to Team Fiji Timelines 

· relevant forms are correctly filled in and submitted within Team Fiji timelines 

· team levies are paid within Team Fiji timelines

· travel documents are submitted within Team Fiji timelines

PRE GAMES (cont)

· Provide administrative support to the CdM in the overall operations of Team Fiji, particularly in the following areas but not limited to:

· Fundraising programs
· organizing events such as Team Assemblies, I Tatau etc

· Attend meetings as required
GAMES TIME
· Responsibilities as delegated by the CdM, including team travel to and from the host country 

· Administrative support in the Team Fiji Office
POST GAMES
· Work with allocated Section Managers to ensure that reports, as requested by the CdM, are submitted within deadlines set

· Assist with Post Games functions 

	PRE-GAMES
· Efficient delivery of Team Fiji services
· NFs’ team preparations are delivered as planned and Team Fiji deadlines are met
· Fair and transparent processes followed and Team Fiji deadlines met:
· all parties well informed of all processes
· selection criteria presented and approved by SJC and EB

· athlete selection is fair and transparent

· SJC has access to detailed reports and is  able to make informed decisions  on team selection

· Team Fiji is able to meet financial commitments through timely receipt of team levies

· Appropriate travel arrangements are made 
PRE GAMES (cont)

· Shared responsibilities, fundraising targets met, events well organized and all aspects  of travel well catered for.
· Present at Team Fiji meetings and any other meetings as delegated
GAMES TIME

CdM supported and efficient operations during the Games
POST GAMES
· Section Manager reports included in Team Fiji report

· Successful thanksgiving function held



	Corporate contribution 
	Performance Indicator

	· Public relations and positive projection of Team Fiji

· Collaboration between FASANOC & NFs 
· Good governance
	· Promotion of Team Fiji through media liaison, website and social media

· High morale within FASANOC
· Fair and impartial treatment across all NFs



Change to position description 

From time to time it may be necessary to consider changes in the position description in response to the changing nature of our work environment.  These changes maybe initiated by the CEO, in consultation with the President and Executive Board with due consultation and agreement between the relevant parties.  The position description may be reviewed as part of the preparation for performance planning for the annual performance review.
Approved:

___________________________________


_________________________

Deputy Chef de Mission 




Date

___________________________________


__________________________

Secretary General - CEO 




Date
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