Information Officer

Purpose
To manage and coordinate the flow of information to and from South East Hockey, ensuring that accurate, timely and relevant data supports decision-making, communications, and operational activities. The Information Officer acts as a key resource for collating, processing and disseminating information to the Board, committees, clubs, players and external stakeholders, helping South East Hockey operate transparently and efficiently.

Key Tasks of the Role
1. Data Collection and Management
Coordinate the gathering of data across the Area including membership statistics, competition results, event registrations and facility usage to support Area planning and reporting.
· Collect, verify and maintain accurate records of membership, clubs and competitions
· Liaise with clubs and volunteers to gather necessary information and updates
· Monitor data quality and propose improvements to ensure reliability and usability
· Ensure compliance with data protection regulations (e.g., ICO, GDPR etc) in handling personal information

2. Information Dissemination
Ensure relevant information is efficiently communicated to stakeholders through appropriate channels, supporting the work of the Board and committees.
· Prepare and distribute reports and briefings for Board meetings and Area committees
· Support dissemination of news, updates and policy changes to clubs and members
· Ensure accurate and timely posting of competition results, fixtures, and rankings on appropriate platforms
· Maintain databases, mailing lists and distribution records for effective communication flow

3. Support Governance and Operational Requirements
Provide essential data and information support to underpin governance, risk management and operational processes.

· Assist in producing monitoring and compliance reports required for governance
· Support the administration of Area activities with accurate information provision
· Collaborate with other administrative roles to ensure consistency and availability of data
· Maintain historic records and archives for reference and continuity

4. Stakeholder Engagement
Act as a point of contact for information requests from clubs, committees, England Hockey, and external partners.
· Respond to enquiries and provide accurate information or direct contacts to appropriate personnel
· Liaise with England Hockey and other Areas to align data reporting and information sharing practices
· Support joint initiatives that require data collection or analysis across the hockey community

5. Continuous Improvement
Identify opportunities to enhance data systems, reporting accuracy and information sharing processes.
· Recommend technology or process improvements to streamline data management
· Stay informed of best practices in sports information management and governance reporting
· Facilitate training or guidance for users involved in data input or reporting


Time Commitment and Practical Arrangements
Approximate time commitment of 1-3 days per month, with flexibility for periodic reporting deadlines.
Location: Primarily remote with interaction across South East clubs and committees as needed.
Remuneration: Voluntary role with reasonable expenses reimbursed.
Term: Ongoing, subject to review aligned to Area needs.

Is this Role for you?
If you have strong organisational skills, a keen eye for detail, and enjoy working with data and information systems, this role offers a valuable chance to underpin the smooth running and strategic development of South East Hockey.
Ideal candidates will demonstrate:
· Experience or interest in data management, reporting, or administrative support
· Familiarity with databases, spreadsheets and digital communication tools
· Methodical approach and strong attention to detail
· Good communication skills for liaising with varied stakeholder groups
· Understanding of GDPR and data protection principles
· Commitment to supporting community sport through effective information management 
The Information Officer acts as a steady and reliable resource at the heart of South East Hockey’s operations, ensuring information flows clearly and supports the Area’s governance, development, and communication needs.

