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NATIONAL TEAM STAFF - DUTY STATEMENTS


EXECUTIVE OFFICER 
The Executive Officer is responsible for all off-field player and staff servicing aspects.  
In consultation and/or coordination with the ABF, organise the following:  

Travel / Accommodation

· All team travel and transport arrangements, including booking of reservations, passports and visas, insurance, check-in, ticketing, seating, baggage, customs;  

· Liaison with hotel, ground transportation, airport, restaurant or any other persons involved with providing services to the team. This includes managing the commercial arrangements for payment and billing of the Team;
Equipment

· Playing and training equipment acquisition, inventory, maintenance, shipping, distribution, collection and storage;
· In consultation with the coaching staff, liaise with playing facility management and maintenance personnel to ensure that grounds used by the team are of a suitable standard and are adequately equipped at all times;
· Management of the commercial arrangement for ground usage, including bookings and scheduling of team activities (wet weather venues as required);
Schedule

· Managing the daily schedule in consultation with the Head Coach;
· Minute Team meeting action points, and in consultation with the Head Coach, ensure these are carried out in a timely manner;
· Incidental Team expenditure and financial management;
Game Day

· Ensure adequate supplies of ice, food and water are available at grounds for both training and for game;
· Pre-game and post game activities to be confirmed in consultation with coaching staff (ie pre game routine, gift exchanges etc);
Laundry

· Arrange facilities and provide assistance to wash team uniforms;
Medical

· Responsible for arranging and scheduling all medical needs of players and coaches and act as a contact point for players that require information regarding insurance matters whilst on the road; 

· Ensure that any person injured receives suitable medical attention, including accompanying the injured to doctors, hospital etc;
Conduct

· Off field player conduct is the responsibility of the Executive Officer, in conjunction with the head coach;
Reporting / Finances / General
· Keep a complete record of all income and expenditure relative to the program and include a financial report in the final report;
· Submit a report to the ABF at the conclusion of the program, summarising the above categories and make recommendations to improve the program in the future;
· Report to be received by ABF within 28 days of the conclusion of the program;
· Participate in any and all official team camps and tours operated during the term of the appointment;  

· Accountable to the Head Coach and General Manager – Baseball Operations.  
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