Masters Admin Lead Volunteer
Purpose
To provide administrative coordination and support for Masters hockey activities across South East Hockey, ensuring the smooth operation of competitions, representative teams, and events for players aged 35+. The Admin Lead Volunteer ensures accurate record-keeping, effective communications, and helps create a positive, well-organised experience for all Masters participants, working closely with the Masters Chair, Coordinators, team managers, selectors and committee members. 
Key Tasks of the Role
1. Central Administration and Record-Keeping
Manage and maintain accurate administrative records for all Masters competitions, teams, events and participants across the South East Hockey Area. 
· Maintain up-to-date databases of player registrations, eligibility, team lists, and contact details
· Support administration of competition entries, fixture scheduling, tournament logistics, and results tracking
· Collate data for reports and Area record-keeping; support audits and historical archiving
· Coordinate entry lists and registration information for representative squads and tournaments
2. Communication and Coordination
Serve as the primary communication link for Masters administration, ensuring timely and accurate distribution of key information to all stakeholders. 
· Disseminate information regarding competitions, fixtures, team selections, event arrangements, and Area news
· Liaise directly with team managers, selectors, and the Masters Chair to ensure all deadlines and admin requirements are met
· Respond to queries from players, clubs, officials and volunteers regarding administrative processes
· Promote a culture of clear, open and positive communication
3. Support Event and Tournament Logistics
Assist with planning, preparation and operational support for all Masters tournaments, training events, and representative matches. 
· Organise venue bookings, equipment requirements, catering and other key logistics for Masters events
· Provide administrative support for match day paperwork, including squad lists, result sheets and compliance documentation
· Help coordinate travel, accommodation and kit distribution as required in collaboration with team managers
4. Financial Administration
Support financial processes related to Masters hockey, working with the Masters Chair and Treasurer (if applicable) to ensure transparency and accountability. 
· Record and monitor payments for player registration, tournament fees and kit orders
· Assist with expense claims, invoicing and reconciliation for each Masters activity
· Support budget tracking and provide reports as needed
5. Volunteer and Committee Support
Work with all Masters Committee members, Coordinators and team managers to enable smooth and effective volunteer activity across the Masters section. 
· Support onboarding and induction for new volunteers
· Assist the Masters Chair in scheduling and minuting committee meetings
· Maintain contact lists and ensure all committee members have access to necessary information and resources
· Coordinate distribution of communications and feedback requests to volunteers and participants
Time Commitment and Practical Arrangements
A time commitment of approximately 2–4 hours per week is typical across the season, with a flexible workload based on events, registration periods and committee meetings.
Location: Primarily remote, with support for events and meetings across the South East Hockey region as required.
Remuneration: Voluntary role with reasonable out-of-pocket expenses reimbursed.
Term: Appointed for a season (typically annual), renewable by agreement.
Is this Role for you?
If you are highly organised, communicate well, enjoy administration and want to support the growth and success of Masters hockey in the South East, this role offers an excellent chance to make a difference as a valued member of the volunteer team. 
Ideal candidates will demonstrate:
· Excellent organisational and record-keeping skills
· Strong written and verbal communication ability
· Attention to detail and ability to manage multiple tasks and priorities
· Experience with administrative tasks and using digital tools (e.g., email, spreadsheets, shared documents)
· Collaborative, positive approach to working with volunteers and participants
· Financial acumen (basic budget tracking and record-keeping)
· Flexibility and reliability, especially during peak registration and event periods
· Commitment to the values of South East Hockey and to supporting Masters hockey experiences
The Masters Admin Lead Volunteer plays a vital supporting role in enabling Masters hockey activities to run smoothly and professionally, ensuring all players, clubs, volunteers and officials receive great service and experience.
