Position Description
Administration Officer

Role

An Administration Officer/s plays a crucial role in ensuring the smooth operation of the Association by managing various administrative tasks and supporting overall efficiency, which allows other roles to focus on their specific tasks without distraction.  This role encompasses a wide range of responsibilities that are essential for maintaining the operational integrity of QCSA.  Their skills and efforts are crucial in supporting both daily activities and long-term goals.

Responsibilities
· Maintains all necessary records for QCSA, including signed copies of all adopted Minutes and record of all attendees at meetings (General Meeting, AGM, Management Committee).
· Files important paperwork and data such as insurance, Certificate of Incorporation, leases.
· Maintain key register for Brittain Park.
· Maintain club membership information and historical information.
· Maintain QCSA procedures and policies.
· Maintain current Blue Card register for MC members, etc.
· Arrange bookings for Brittain Park and advise Treasurer of need to bill users.
· Keeps a record of club contacts (from the Secretary or the website, as appropriate given the QCSA processes).
· If need be, assists the Webmaster with the updating of information on the QCSA website.
· If need be, assists the Webmaster to maintain the club’s bulk email listing based on club contact information received ongoing during the season.
· Organises the QCSA Calendar each year for the following season in collaboration with the Registrar/Fixture Officer.
· Is required to have appropriate electronic match cards ready for any discipline hearing upon request.
· Monitors that results have been entered by clubs in a timely fashion.
· Monitors the recording of the borrowed players in MCM and notifies clubs accordingly.
· Monitors and updates Player of the Year points.
· Issues any Match Card fines and penalties as deemed necessary.
· Monitors the processes of electronic Match Cards of the Association by either dealing with or forwarding the information or issues raised in relation to those cards to the relevant Chairpersons or MC-nominated authorities.
· Liaises with the QCSRA if any electronic match card results need to be chased up.
· Check electronic match cards to make sure the questions have been answered and there are no comments added.  Pay particular attention to the questions by team officials.
· If comments have been added, forward this information to the relevant Chairperson. i.e., field issues to Risk, vested official issues to Discipline, eligibility to Registrar, etc.
· If the scores on the Report come up as ‘mismatch scores’, wait until 2 of the 3 match results have been received to confirm the score.
· If results are different to what has been entered into MCM by the referee, send an email to QCSRA to request the referee supply the correct score.
· Meets with a QCSRA representative during the season to ensure a smooth working relationship, and to identify and solve concerns.
· Conveys to QCSRA concerns, issues, thanks, etc from MC.
· Reports to MC concerns, issues, thanks, etc from QCSRA.
· Forwards any concerns from Clubs regarding issues with refereeing to the QCSRA representative and replies to Club upon QCSRA’s advice.
· Contacts Clubs based on concerns about fields raised by Referees on the Match Cards.
· Checks and keeps records that clubs maintain the standard of lights for night fixtures as relevant to QCSA fixtures.
· Keeps records from Clubs when maintenance is completed of reported potential problems.
· Monitor major or critical risk issues.
· Assists clubs in conducting their own risk assessments.
· Provides a monthly report to MC that is inclusive of all relevant information, as well as to General Meetings as required.

A meeting fee of $40 is payable to all elected chairs, positions, committee members and sub-committee members, for meetings held and attended.  

End of year Hand Over - Updating key documents
At the end of each year a key activity of the Administration Officer/s will be to review and revise their position description to ensure it continues to reflect the requirements of the role.  The updated Position Description must be provided to the Association secretary prior to the Annual General Meeting each year.





[image: A logo with a football ball in the middle of a red background

Description automatically generated]Position Description
Queensland Christian Soccer Association – V1 2026
Page 10 of 10

image1.jpg
For GOD Through Sport
Est. 1969




