
 

Index:1- Detailed description of Responsibilities Administrative Council 
 
1. Sports Sector  

Objective: 
To oversee, develop, and implement sports programs within the association, ensuring high-
quality activities, athlete development, and community engagement. 
Key Responsibilities: 
Program Development:  Plan, organize, and manage sports programs, leagues, and 
events. 
Athlete Development:  Implement training programs and ensure access to coaching and 
resources. 
Community Engagement:  Promote sports participation and organize outreach programs. 
Compliance & Safety:  Ensure adherence to sports regulations and safety standards. 
Collaboration:  Work with coaches, volunteers, and governing bodies to improve sports 
offerings. 
Skills & Competencies: 

• Experience in sports program coordination or coaching. 
• Strong leadership, organizational, and communication skills. 
• Knowledge of sports regulations and athlete development strategies. 

KPIs (Key Performance Indicators): 
• Number of participants and engagement levels in sports programs. 
• Success and growth of sports teams or leagues. 
• Effective management of sports facilities and equipment. 
• Compliance with safety and sports regulations. 

 
 

2. Project Development Sector 
Objective: 
To design, implement, and manage projects that align with the association’s mission, ensuring 
effective resource utilization, stakeholder engagement, and sustainable growth.   
Key Responsibilities  
Project Planning & Strategy:  Identify needs, define objectives, and develop project 
roadmaps.   
Funding & Budget Management:  Secure grants, sponsorships, and manage financial 
resources efficiently.   
Implementation & Coordination:  Oversee project execution, ensuring timely delivery and 
quality outcomes.   
Stakeholder Engagement: Collaborate with internal teams, external partners, and 
community members.   
Monitoring & Evaluation: Track project progress, assess impact, and recommend 
improvements.   
Compliance & Reporting: Ensure adherence to regulations and provide regular reports to 
leadership.   
 
Skills & competencies: 

• Experience in project development, preferably in the nonprofit or association sector.   
• Strong leadership, organizational, and communication skills.   



 

• Knowledge of funding mechanisms, grant writing, and stakeholder management. 
• Ability to analyse data and measure project impact effectively.   

 
KPIs (Key Performance Indicators): 

• successfully completed projects.   
• Efficiency in budget management and fundraising.   
• Stakeholder engagement and satisfaction.   
• Measurable impact and sustainability of projects.   

 
 

3. Service & Community Development Sector 
 
Objective: 
To enhance community engagement and deliver impactful services that align with the 
association’s mission, fostering inclusivity, support, and development within the community.   
 
Key Responsibilities: 
 
Community Engagement:  Develop initiatives that encourage participation and strengthen 
relationships with members.   
Service Development & Delivery:  Design and implement programs that address 
community needs (e.g., education, health, sports, social services).   
Volunteer & Member Coordination: Recruit, train, and manage volunteers to support 
various programs.   
Partnership & Collaboration:  Work with local organizations, government 
agencies, and sponsors to enhance services.   
Advocacy & Awareness: Promote causes relevant to the community through events, 
campaigns, and outreach.   
Monitoring & Impact Assessment: Evaluate service effectiveness and make improvements 
based on feedback and data.   
 
Skills & Competencies: 

• Experience in nonprofit management, social services, or community engagement.   
• Strong communication, leadership, and problem-solving skills.   
• Ability to develop partnerships and secure funding for community programs.   
• Knowledge of social issues, advocacy strategies, and program evaluation.   

 
KPIs (Key Performance Indicators): 

• Community participation and engagement levels.   
• Impact and effectiveness of services provided.   
• Growth in partnerships and funding opportunities.   
• Volunteer recruitment and retention rates.   

 
 
 



 

4. Arts & Culture Sector  
 
Objective: To promote, develop, and manage artistic and cultural programs that enrich the 
community, preserve heritage, and encourage creative expression within the association.   
 
Key Responsibilities: 
Program Development: Organize cultural events, exhibitions, performances, and artistic 
workshops.   
Community Engagement: Foster participation in arts and cultural initiatives across diverse 
groups.   
Heritage & Cultural Preservation:  Support initiatives that preserve and celebrate local 
traditions, history, and artistic heritage.   
Collaboration & Partnerships:  Work with artists, cultural institutions, and stakeholders 
to enhance programs.   
Funding & Sponsorship: Secure grants, sponsorships, and manage budgets for cultural 
projects.   
Education & Awareness: Promote arts education and encourage artistic skill development 
through training and mentorship.   
Monitoring & Evaluation: Assess the impact of arts and cultural programs and adapt 
strategies for growth.   
Skills & Competencies:   

• Experience in organizing cultural events, artistic programming, or heritage projects.   
• Strong networking, communication, and project management skills.   
• Knowledge of arts funding, grant writing, and sponsorship strategies.   
• Passion for the arts, creativity, and cultural development.   

 
KPIs (Key Performance Indicators) 

• Number of participants and engagement in arts and cultural activities.   
• Growth and sustainability of cultural programs.   
• Impact on cultural awareness and artistic development.   
• Increase in partnerships, funding, and sponsorships.   

 
 

5. Membership & Outreach Sector 
Objective: 
To grow and engage the association’s membership base while strengthening relationships with 
the community through outreach initiatives, ensuring sustained involvement and support. 
 
Key Responsibilities: 
Membership Growth & Retention:  Develop strategies to attract, engage, and retain 
members. 
Outreach & Engagement:  Organize community outreach programs, networking events, and 
engagement activities. 
Communication & Marketing:  Manage newsletters, social media, and promotional 
campaigns to keep members informed and involved. 
Partnership & Collaboration:   Build relationships with external organizations, 
sponsors, and community groups to expand the association’s reach. 



 

Member Support & Services:  Address member inquiries, enhance member benefits, 
and improve overall experience. 
Data & Feedback Management:  Track membership trends, analyse engagement metrics, 
and gather feedback for continuous improvement. 
 
Skills & Competencies: 

• Experience in membership management, community outreach, or stakeholder 
engagement. 

• Strong communication, networking, and organizational skills. 
• Ability to develop marketing campaigns and outreach strategies. 
• Proficiency in CRM systems, data analysis, and event coordination. 

 
KPIs (Key Performance Indicators): 

• Growth in membership numbers and retention rates. 
• Engagement levels in membership programs and outreach initiatives. 
• Success in partnerships and sponsorships secured. 
• Member satisfaction and feedback improvements. 
• Would you like this profile tailored to a specific type of association or audience? 

 
 

6. External Partnerships & Corporate Relations Sector    
 
Objective: 
 
To establish and maintain strategic partnerships with external organizations, businesses, and 
corporate sponsors, ensuring mutually beneficial collaborations that support the association’s 
mission and ensuring strategic partnerships that align with the association’s mission and 
objectives.   
 
Key Responsibilities: 
Partnership Development:  Identify, initiate, and maintain relationships with external 
partners, corporations, and sponsors.   
Corporate Engagement:  Develop collaboration opportunities with businesses and 
organizations.   
Networking & Representation:  Represent the association at industry events, 
conferences, and business forums to expand its network.   
Collaboration Strategy: Align external partnerships with the association’s goals, ensuring 
shared value and long-term sustainability.   
Monitoring & Reporting: Track partnership impact, manage agreements, and ensure 
compliance with contractual obligations.   
Partnership Development:  Identify and engage potential external partners, including 
corporations, NGOs, and government agencies.   
Relationship Management: Maintain and strengthen existing partnerships through regular 
communication and collaboration.   
Event & Program Collaboration: Coordinate joint initiatives, corporate social responsibility 
(CSR) projects, and co-branded events.   



 

Contract & Agreement Management: Negotiate and oversee partnership agreements, 
ensuring alignment with the association’s goals.  Draft and review agreements, and 
memorandums of understanding (MOUs).   
Networking & Representation: Represent the association at industry events, business 
forums, and community engagements.   
Monitoring & Reporting: Track and evaluate partnership impact, providing reports and 
recommendations for improvement.   
Partnership Development:  Identify and engage potential external partners, including 
corporations, NGOs, and government agencies.   
Relationship Management:  Maintain and strengthen existing partnerships through regular 
communication and collaboration 
 
Skills & Competencies: 

• Corporate relations, or partnership management.   
• Strong negotiation, communication, and stakeholder management skills.   
• Knowledge of corporate social responsibility (CSR)  

 
KPIs (Key Performance Indicators):   

• Securing quality partnerships.   
• Resources generated through sponsorships and collaborations.   
• Engagement and satisfaction levels of corporate partners.   
• Growth and sustainability of external funding sources. 

 
 

7. Legal Administration Sector  
 
Objective: 
To ensure the association operates within legal and regulatory frameworks, overseeing 
compliance, governance, and legal risk management while providing legal guidance for 
operations and partnerships.   
 
Key Responsibilities: 
Legal Compliance: Ensure the association adheres to local, national, and international laws, 
including nonprofit regulations and governance policies.   
Governance & Policy Development: Support board governance, draft internal policies, and 
ensure ethical best practices.   
Risk Management: Identify legal risks and develop strategies to mitigate them.   
Dispute Resolution: Handle legal disputes, liaise with legal counsel, and oversee conflict 
resolution processes.   
Data Protection & Intellectual Property: Ensure compliance with data protection laws 
(e.g., GDPR) and oversee intellectual property rights related to association activities.   
Liaison with Authorities: Maintain relationships with regulatory bodies, government 
agencies, and legal institutions.   
Skills & Competencies: 

• Experience in legal administration, compliance, or corporate governance.   
• Strong knowledge of nonprofit, corporate, and contract law.   
• Excellent communication, negotiation, and analytical skills.   



 

• Ability to manage risk assessment and policy implementation.   
 
KPIs (Key Performance Indicators): 

• Compliance with legal and regulatory requirements.   
• Efficiency in contract and agreement management.   
• Number of legal risks identified and mitigated.   
• Successful governance and policy implementations.  

 
 
 8. Fundraiser / Fundraising Coordinator Sector 
 
Objective: 
 
To develop and execute fundraising strategies that generate financial support for the 
association’s programs, ensuring sustainability and growth.   
 
Key Responsibilities: 
Fundraising Strategy: Develop and implement fundraising campaigns, events, and initiatives.   
Donor Engagement: Identify, cultivate, and maintain relationships with donors, sponsors, and 
funding organizations.   
Grant Writing & Proposals: Research and apply for grants, sponsorships, and other funding 
opportunities.   
Corporate Partnerships:  Establish and manage sponsorship agreements and 
collaborations with businesses.   
Event Planning: Organize fundraising events, charity auctions, and community donation 
drives.   
Marketing & Communication: Promote fundraising efforts through social media, email 
campaigns, and networking.   
Financial Reporting: Track fundraising performance, manage budgets, and provide reports to 
leadership.   
Proposal & Grant Writing: Secure funding and sponsorships through well-crafted proposals, 
grants, and partnership agreements 
 
Skills & competencies: 

• Experience in fundraising, donor relations, or grant writing.   
• Strong communication, negotiation, and networking skills.   
• Knowledge of fundraising regulations and best practices.   
• Ability to manage budgets, analyse fundraising trends, and use CRM software.   

 
KPIs (Key Performance Indicators):  

• Total funds raised per campaign or year.   
• Growth in donor base and retention rate.   
• Number and success rate of grant applications.   
• ROI on fundraising events and initiatives.   

 


