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COUNTRY WEEK COORDINATOR
 POSITION DESCRIPTION
Esperance Soccer Association (Inc)

	Position title
	Country Week Coordinator

	Committee portfolio / area
	Country Week coordination, team administration and representative squad support

	Reports to
	Esperance Soccer Association Committee

	Term of appointment
	TBA

	Date approved
	TBA



1. Position Purpose
The Country Week (CW) Coordinator manages the administration and organisation of the Esperance Soccer Association (ESA) squad competing at Country Week. The role is the main contact for Country Week communications, supports the Expression of Interest (EOI) and team selection process, ensures the squad meets Football West (FW) participation requirements, and helps team officials prepare for the event and resolve issues.
2. Key Responsibilities
· Act as the main contact for Country Week communications from Football West and other regional associations.
· Provide administrative support for the EOI and team selection process.
· Coordinate player transfers with other associations where required.
· Ensure players and team officials meet Football West’s participation requirements.
· Ensure players and officials are registered in Squadi.
· Support Team Managers and the Equipment Coordinator with uniform requirements.
· Help resolve issues affecting the ESA squad during Country Week.
3. Duties and Tasks
Communication and Coordination
· Monitor and respond to Country Week communications from Football West and other regional associations.
· Take part in relevant Microsoft Teams meetings and group chats to stay across requirements, deadlines and arrangements.
· Pass on relevant information and deadlines to the ESA Committee, Team Managers and other officials.
Expression of Interest and Team Selection
· Support the EOI and team selection process with administrative tasks and deadlines.
· Collect, organise and communicate player information as required.
· Liaise with other regional associations on player transfers where necessary.
· Ensure administrative requirements and deadlines are met during selection.


Participation Requirements and Squadi
· Confirm Football West’s participation requirements for Country Week.
· Ensure all selected players and officials meet these requirements.
· Ensure players and officials are entered into Squadi accurately and on time.
· Follow up any missing information or outstanding requirements.
Uniforms and Equipment
· Work with Team Managers and the Equipment Coordinator to ensure ESA teams have the required uniforms and equipment for Country Week.
Country Week Support and Problem Solving
· Act as a contact for issues affecting the ESA squad during Country Week.
· Communicate issues to the appropriate people and coordinate practical solutions.
· Refer significant or sensitive matters, or those requiring a Committee decision, to the ESA Committee.
4. Meetings and Time Commitment
The role involves regular communication with Football West and other regional associations, mainly through Microsoft Teams meetings and group chats. The time commitment varies throughout the year and is highest during the EOI and selection process, in the lead-up to Country Week and during the event itself.
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