
AGE GROUP ADMINISTRATOR

Please remember that this is just a 

summary of the role description. 

Please do refer to the provided full 

descriptions for further details 

Do you have any 

questions?

Don’t hesitate to ask

• Make them feel welcome and 

part of the club

• Be a point of contact for any 

parent of the age group with 

concerns or suggestions for 

improvements

• Be visible at the start of each 

session 

ENGAGING PARENTS 
AND CHILDREN

You will represent your 

age group to the Vice 

Chairman and Committee

REPRESENT YOUR      
AGE GROUP 

Allow the coaches to focus 

time on delivering the 

session, not admin

LIAISE WITH THE   
COACHING TEAM

• Key season dates/events

• The Harlequins Am’s

Ethos and expectations of 

players AND parents

COMMUNICATE:

• Value of parent coaches 

and assistance with 

sessions

• RFU training that parents 

can attend to help 

understanding of 

coaching kids (e.g. Rugby 

Ready)

HIGHLIGHT: 

PARENTS+CLUB

• Ensure all players are 

registered and 

membership paid

• Maintain the list of 

registered players 

• Maintain Age Group 

contact lists

SECRETARY SUPPORT

• Ensure location of training is 

clear every week

• Communicate theme of 

coaching session for each 

week (Thursday)

• Help promote club events 

and initiatives 

WEEKLY COMMS w PARENTS

• Planning with opposition 

teams

• Confirming attendance 

from age group

• Create teams and related 

submission forms (in 

conjunction with coaches)

MATCHE/FESTIVAL 
MANAGEMENT

• Register as an admin on the 

website and update the age 

group webpages with Match 

reports, upcoming events 

etc

• Follow club’s Facebook and 

Twitter pages

• Provide quotes, stories, pics 

to social media manager to 

use

DIGITAL MEDIA

Quins M&Y Rugby

THANK YOU for choosing to become the Administrator of your Age Group.

This role is critical to the smooth run of the team and we hope you will enjoy 

being an active member of the Quins M&Y.

To help you succeed in this role, we summarised your key tasks and 

responsibilities.

Have a great year ahead!
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Pre-season

First few weeks

• Encourage all parents to 

take an active part at the 

club by:

➢ volunteering to help 

in session

➢ being a First-Aider

• Assist any parent with 

training requests – e.g. 

rugby ready, Level 1 etc

Regular cadence of activity

• Organise some social events 

for the age group

• Report on progress and offer 

feedback to the club 

meetingd from a players and 

parents perspective

SOCIAL and CLUB


