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TEAM LIAISON OFFICER ROLE DESCRIPTION
Position:
TEAM LIAISON OFFICER – World Rugby U20 Championship 
Nature:


HONORARY POST
Department:

RUGBY EVENTS & COMPETITIONS
Reports to:
      
RUGBY EVENTS LEAD
Duration:

3RD JUNE TO 26TH JUNE 2016 (some flexibility needed for teams that 

choose to arrive earlier than the 3rd) 

______________________________________________________________
NATURE & SCOPE OF THE POSITION
Each Team Liaison Officer will support and aid the visiting team to which he/she has been appointed. Working closely with the visiting Team Manager, will ensure that the team has an enjoyable and successful stay in England whilst preparing for and undertaking the tournament and that they have a smooth departure from the country at the end of the tour.

The role of the Team Liaison Officer requires strict confidentiality to be observed whether in respect of team matters (such as team preparation, selection and tactics), personal issues or any other matters that may come to the attention of the Team Liaison Officer. It is essential that the team has absolute trust and confidence in the Team Liaison Officer in the discharge of his/her duties.

In advance of the team’s arrival, each Team Liaison Officer will receive a comprehensive briefing which will include, but not be limited to:
i) The planned itinerary of their team with arrival/departure arrangements
ii) The composition of the visiting team management;
iii) The hotel arrangements;
iv) Transport arrangements;
v) Training facilities and anticipated team requirements;
vi) Tournament playing schedule.
Whilst each Team Liaison Officer will use the visiting team manager as his/her primary interface, he must be aware of the needs of all the management team and be prepared to manage potential conflicting requirements amongst them.

PRINCIPAL RESPONSIBILITIES
General

1 Each Team Liaison Officer is appointed as a representative of the RFU for the duration of stay of the incoming participating team.  He/she is required, on behalf of the RFU, to work with the manager and team management of his allotted team and not for them. He/she will serve as host and will assist in whatever way is necessary to ensure that all reasonable needs of the team are met.

2 No policy decisions and any decision which will adversely affect any pre-organised arrangements should be made without first checking with the tournament office.
3 
A Team Liaison Officer may be required to be present at all daily team management meetings.  Attendance at other meetings will be by invitation of the Team Manager.
4 The Team Liaison Officer will be responsible for the provision of RFU property and equipment such as mobile telephone, match balls and pump, transport provision for the duration of stay. 

5 The Team Liaison Officer will be expected to complete an expense claim form at the end of the tournament for any out of pocket expenses accompanied by appropriate receipts.  
6 It will be necessary to attend a Team Liaison Officers’ pre-briefing meeting prior to the commencement of duty.

Hotel

7 Each Team Liaison Officer will be required to reside in the team hotel for the duration of the team’s stay.

8 The Team Liaison Officer must not leave the hotel or team without prior arrangement with the Team Manager as he/she should be readily available to the team and management at all times.

9 The Team Liaison Officer will check that all members of the team are comfortable in their rooms and ensure that all arrangements for the welfare of the team and management at the hotel are highly satisfactory.  Any changes should be made through the tournament office, including meal/training/leisure facilities. 

Luggage
10 Each Team Liaison Officer may be asked to fulfill the duties of a “baggage master” and maintain control of all luggage at all times if necessary. If there is a large amount of luggage, check that suitable arrangements have been made to transport it from and to the airport.
Playing gear and outfitting
11 The Team Liaison Officer will:
i) Arrange via the tournament office –for the despatch, collection and distribution of laundry;
ii) Ensure that the required number of quality rugby balls is available at every training session;
iii) Ensure adequate supplies of towels and soap is available.
Training grounds
12 Each Team Liaison Officer will be provided with their allocated team’s training schedule prior to arrival. 
13
Ascertain from the Team Services Manager –the requirement for refreshments (bananas, other fruit, soft drinks, etc.) during and after training sessions and ensure their availability (in conjunction with the training ground or by other means). This to be at the cost of the team.
14     The Team Liaison Officer should not accept responsibility for team valuables.
15 The Team Liaison Officer will direct all requests for the signing of rugby balls, posters, apparel and the like to the Team Manager and assist him in arranging such requests at an allocated team signing session.

16 The cost of treatment or any illness or any injury sustained by a member of the team at any time during their visit must be notified to either the physician at the teams’ hotel or the match doctor at the stadium and in accordance with the contractual arrangements provided.
Leisure/Social

17 The Team Liaison Officer will respond positively to requests from the team for leisure activities, e.g. golf, swimming, visits to places of interest and recommend a range of activities (e.g. films, theatres etc.) for consideration by the team.

18 Discuss with the Team Manager any social functions which the team management have to attend and ensure proper transportation to and from the appropriate venues are confirmed.

19 Ensure that transport is provided to and from any official RFU functions to which the visiting team and its management or VIPs may be invited. 
Acclimatisation at the stadium prior to match day

20 Captains run to take place the day prior to match day (at the respective stadium). 
Match day

21 The Team Liaison Officer will maintain absolute confidentiality of the team’s preparations, tactics, selections and all other related and confidential matters.
22 Incoming touring teams’ demands are usually very high, and the Team Liaison Officer will carry out his/her duties as required by the Team Manager to his/her utmost capability, except in any case where any demands or requirements are contrary to the prior agreement entered into with the visiting team’s contract or involve any unauthorised payment of monies being made. 
PERSON SPECIFICATION FOR TEAM LIAISON OFFICER ROLE
Position:


TEAM LIAISON OFFICER

Nature:


HONORARY POST

Department:

RUGBY EVENTS & COMPETITIONS
Reports to:
      
RUGBY EVENTS LEAD
Duration:

3RD JUNE TO 26TH JUNE 2016 (some flexibility needed for teams that 

choose to arrive earlier than the 3rd) 

QUALIFICATIONS  
· Would be preferable to speak, to a good degree of fluency, the first language of the visiting team’s country of origin.

REQUIRED EXPERIENCE

· Must have experience in a position of responsibility in rugby – either in a professional or volunteer role.

· Must have a good all round knowledge of rugby and will preferably have some prior experience in liaising/working with touring rugby teams.

· Must demonstrate an understanding and affiliation with the demands of international rugby players.

BACKGROUND

· Must be able to devote all his/her time to duties with the visiting team whilst they are in England.

· Must be able to reside in the team hotel for the duration of their stay.

· Must have a current valid driving licence and demonstrate competent and reliable driving skills (including people carrier/minibus vehicles).
SKILLS & PERSONAL ATTRIBUTES
· Will convey a professional demeanour and ambassadorial qualities.
· Must demonstrate tact and diplomacy.
· Must be aware of the cultural and political environment of the country whose team he is hosting.
·  Must demonstrate a flexible, “hands-on” approach to work – prepared to carry out duties in support of his team at any time of the day.

· Will be extremely trustworthy.
· Must be highly personable.
· Will be dependable and demonstrate effective personal time management skills.
· Must be able to communicate effectively with a wide variety of people in different roles, and be able to present a highly professional image, and command the respect of others
· Will be able to build effective working relationships quickly.

· Will be an effective problem solver

· Must have excellent organisational skills

· Must demonstrate a thorough approach to work, showing attention to detail and work 


accuracy.

· Show a good sense of humour and able to share this with team members whilst sustaining a professional demeanour.
· Will be sensitive to and aware of outside factors and influences which may impact on the security of the team.
· Must be “customer service” driven, with an orientation towards serving the needs of others.

TERMS AND BENEFITS FOR TEAM LIAISON OFFER ROLE
Position:


TEAM LIAISON OFFICER

Nature:


HONORARY POST

Department:

RUGBY EVENTS & COMPETITIONS
Reports to:
      
RUGBY EVENTS LEAD
Duration:

3RD JUNE TO 26TH JUNE 2016 (some flexibility needed for teams that 

choose to arrive earlier than the 3rd) 
SALARY
This is a voluntary, honorary post for which no remuneration is paid.

HOURS OF WORK
Whilst in support of the team, the Team Liaison Officer will be on duty and available to the visiting team management for whatever hours are required, including evenings and nights. The Team Liaison Officer’s duties end when the team has departed the country.

DRESS CODE


The Team Liaison Officer will be provided with suitable kit that must be worn at all times for the duration whilst in situ.

BENEFITS
Notwithstanding that the position of Team Liaison Officer is an honorary one, the following are the benefits that a position holder enjoys from undertaking the role:

· Working with international team management and elite rugby athletes.
· Residence in the visiting team hotel.
· Reimbursement of essential expenses including travel expenses, meals and general hotel expenses.
· Providing match day assistance to the visiting team.
· Watch international matches as part of visiting team party (dependent on team duties).
TIMELINE FOR APPOINTMENT
· Timeline for appointment of Team Liaison Officers will be no later than end of February 2016 prior to June 2016 tournament in the same year.[image: image2.wmf]
