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SPONSORSHIP COORDINATOR
 POSITION DESCRIPTION
Esperance Soccer Association (Inc)

	Position title
	Sponsorship Coordinator

	Committee portfolio / area
	Sponsorship

	Reports to
	Esperance Soccer Association Committee

	Term of appointment
	TBA

	Date approved
	TBA



1. Position Purpose
The Sponsorship Coordinator builds and maintains relationships with sponsors and local businesses to secure financial and in-kind support for the Esperance Soccer Association (ESA). The role ensures sponsors are properly recognised and that arrangements deliver value to both ESA and its sponsors.
2. Key Responsibilities
· Identify and approach potential sponsors and local businesses.
· Maintain positive relationships with existing sponsors.
· Coordinate sponsorship agreements, contributions and renewals.
· Ensure sponsors receive their agreed recognition and benefits.
· Work with the Committee to identify sponsorship needs and opportunities.
· Keep accurate records of sponsorship agreements, payments and commitments.
3. Duties and Tasks
Sponsorship Development
· Maintain a list of prospective and existing sponsors, including local businesses and organisations.
· Contact potential sponsors to discuss opportunities to support ESA.
· Prepare proposals outlining available sponsorship opportunities and benefits.
· Coordinate requests with the Committee to avoid duplication and ensure a consistent approach.
· Seek both financial and in-kind support, such as equipment, prizes, services or supplies.
Sponsorship Relationships and Communication
· Act as the main contact for sponsors, unless another Committee member has been assigned.
· Maintain regular communication with existing sponsors.
· Thank sponsors and acknowledge their support appropriately.
· Follow up commitments, renewals and outstanding matters.
· Notify the Committee of any sponsor concerns or issues.
Sponsorship Benefits and Recognition
· Ensure agreed sponsorship benefits are delivered in line with any ESA guidelines.
· Coordinate sponsor recognition through agreed channels, such as the website, social media, signage and events.
· Liaise with the Social Media Coordinator and other Committee members to arrange acknowledgements.
· Coordinate the display and correct use of sponsor signage and logos.
Records and Reporting
· Maintain an up-to-date sponsorship register, including contact details, contributions, agreement dates and agreed benefits.
· Keep copies of agreements, correspondence and relevant records.
· Track renewals and follow up with sponsors before agreements expire.
· Update the Committee on sponsorship activity, opportunities, commitments and issues.
· Liaise with the Treasurer to confirm payments are received and recorded.
· Provide a summary of sponsorship income and commitments for annual planning and handover.
Committee Support
· Ensure arrangements are consistent with ESA’s objectives, values and existing commitments.
· Assist with planning for the upcoming season and identify ways to improve sponsor engagement.
4. Meetings and Time Commitment
· Attend Committee meetings as required and provide sponsorship updates.
· Carry out sponsorship activities throughout the year, with increased activity before and during the season.
· The time commitment varies with sponsorship activity and ESA’s needs.
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