
 
 

 

Manager, Student Athlete Services and High Performance Sport 
Job Description 

 
Job Description Summary 
 
This position is responsible for the leadership and alignment of UBCO Heat student athlete services and varsity high 
performance sport operations within the mission, vision and values of UBCO Heat Athletics.  This position is a collaborator and 
facilitator who can lead a sustainable high performance model that is student athlete-centred, coach driven, and 
administration and sport science supported.   

 
This position includes varsity sport program management and supporting student athletes and coaches with an integrated 
support team to create a high performance environment that delivers academic and athletic success, overall wellbeing and 
effective operations supporting student-athletes 
 
Organizational Status 
 
This position reports directly to the Director of Athletics and Recreation, interacts frequently with Athletics & Recreation full 
and part time staff, and collaborates with other University units and external organizations as required.   
 
The position is responsible for the leadership of two full-time staff (Heat Athletic Therapist and Student Athlete Success & 
Compliance Coordinator) in addition to six Heat interuniversity sport head coaches across both genders (basketball, soccer, 
volleyball). 
 
Work Performed / Major Responsibilities 
 
High Performance Sport Program Management and Operations 

- Takes leadership responsibility for the coaches of the UBCO Heat varsity teams, with an emphasis on the Canada 
West “Team Sports” of basketball, soccer, and volleyball while still supporting and incorporating the “Championship 
Sports” of cross-country running / track and golf and the “Competitive Sport Club Sports” of women’s softball and 
men’s rugby. 

- Acts as the primary and coordinating point of contact for the varsity teams across the areas of competitive success 
and competitive supports and responsible for the appropriate delegation and oversight of such. 

- Oversees the respective policies and procedures of varsity athletics. 
- Facilitates the planning and operations functions for varsity teams, supporting coaches with competition scheduling, 

travel, assistant coach hiring, compliance, eligibility, athletic awards and supporting overall progress and reporting 
against sport plans.  

- Has overall responsibility for scheduling of interuniversity sport competitions and events, including conference and 
playoff competition. 

- Has overall responsibility for scheduling of practice and training times. 
- Ensures regulatory compliance for all conference affiliations and sport governing bodies in which Varsity Sport 

competes, including but not limited to USPORTS and Canada West. 
- Contributes to building relationships with team specific donors, alumni and sponsors. 



 

- Supports the Director of Athletics and Recreation with Varsity Sport Program Management of the Canada West 
“Championship Team” sports of golf and cross-country / track & field. 

- Oversees and collaborates with other staff members in support of the Competitive Sport Clubs. 
- Develops, progresses in alignment, and reports against the UBC Student Strategic Plan and the UBCO Heat Athletics 

Mission, Vision and Values.  
 

High Performance Student-Athlete Services and Operations 
- Takes leadership responsibility for the overall student-athlete experience of UBCO Heat varsity teams in 

collaboration with the Head Coaches 
- Has overall responsibility for the effective and aligned operations of all Heat varsity teams and associated student-

athlete support services such as sport medicine and science (inclusive of mental health), compliance, eligibility, 
athletic awards, student-athlete conduct, student-athlete leadership on campus and in the community, academic 
success, and housing etc. 

- Supports regular student-athlete experience meetings, integrating all relevant staff, fostering effective 
communication practices that enable greater success and experiences for student-athletes. 

- Has overall responsibility for Student-Athlete orientation. 
- Supports varsity game management and managing the relationship with the A&R marketing and communications 

team for building community support and for the effective representation of the Heat brand.  
- Has overall responsibility for the continued development and direction of a UBCO Sport Medicine and Science 

integrated support team and system that partners with faculty and the community to support coaches and student-
athletes. 

- Supports the building of formal opportunities for UBCO students pursuing careers in sport medicine and science and 
high performance sport support where practical.  
 

Human Resource Management   
- Provides leadership and individual supervision to a team of professional coaches, staff, student staff, practicum 

students, and volunteers. This includes regular supervision, performance evaluation, individual goal setting, and 
ongoing team and individual development opportunities.   

- Responsible for overall team functioning and performance, including recruitment, hiring, training, development, and 
vacation management.   

- Ensures that coordination among staff is maintained and, when necessary, clarifies responsibilities and boundaries 
between roles. 

- Ensures volunteer and employment agreements and associated requirements are prepared and adhered to, 
inclusive of compensation. 

- Initiates and organizes training and professional development plans and opportunities for the team.   
- Identifies wellbeing initiatives and interventions that support the health and wellbeing of all team members.  

 
Financial Accountability  

- Oversees the budgets of Canada West Team Sports, Competitive Sport Clubs, Competitive Sport Clubs, Athletic 
Therapy Clinic and High Performance Lab, and Student-Athlete Success.    

- Reviews monthly unit financial statements in partnership with the Director and/or Finance Manager to ensure 
expenditures are consistent with operating plan and develops strategies to balance flow of expenditures over the 
course of the fiscal period.  



 

- Forecasts revenue targets and operational expenditures based on knowledge of operational costs and trends.  
- Ensures that all unit level financial practices and accountabilities are in line with fiscal policies and procedures.  
- Authorizes unit level financial transactions, within designated level of authority.  
- Responsible for maximizing the operational efficiencies through appropriate scheduling and deployment of staff 

resources and funds and for finding creative ways for addressing financial shortfall including user fees, grant 
applications, identifying efficiencies, and partnerships with third parties, etc.  

- Oversees cost centres for units and delegates the initiation of corrective action to ensure that the department ends 
the fiscal year as close to budget target as possible.  

- Develops annual operating budget and business plan for approval through appropriate channels of the University’s 
senior administration, governance and in accordance with financial policies for services operations.  

- Ensures all government funding guidelines are followed and reports submitted on time.  
 

Other Primary Duties 
- Represents UBCO on strategic performance groups including conference committees, national committees, Canada 

West, and USPORTS, influencing policy development at both the conference and national level. 
- Supports conference and national championships hosted by UBCO. Leads the application/bid process for hosting 

national championships. 
Performs other duties as required. 

 
Consequence of Error/Judgement 
 
Ineffective leadership and under performance in this position would have a direct and negative effect on Athletics and 
Recreations ability to achieve its established goals.  Poor performance in this position would have an adverse effect on the 
functioning of the UBCO varsity sports teams, which would ultimately result in a negative impact on the student-athlete 
experience. Poor judgement, decision making and/or errors could involve legal and/or financial liability for the University and 
could have a damaging impact on the credibility and/or reputation of Athletics and Recreation. 
 
Supervision Received 
 
Works independently and with a wide degree of autonomy under the general direction of the Director, Athletics and 
Recreation. 
 
Supervision Given 
 
The position will manage six Canada West Team Sports Head Coaches (basketball, soccer, and volleyball), two Competitive 
Sport Club Sports (women’s softball and men’s rugby), Head Athletic Therapist, and the Student Athlete Success & 
Compliance Coordinator and provides guidance to all the programs within those portfolios.  Responsible for hiring, managing, 
and terminating staff as required. 
 
Qualifications  
Minimum 

- Undergraduate or graduate degree in a relevant discipline.   
- Minimum of six (6) years experience or the equivalent combination of education and experience. 



 

 
Preferred 

- A comprehensive understanding of and proven history of driving innovation in the operations that underpins an 
outstanding student-athlete experience in USPORTS post-secondary sport.  

- Leadership and management skills with the ability to work within a team environment to guide, lead, collaborate 
and mentor staff and coaches. 

- Experience in consensus-building and involving others in the development and enhancement of a strong 
organizational culture consistent with the mission, vision and values of UBCO Heat Athletics 

- Ability to prepare and implement strategic plans and to set organization goals to maximize performance impact.  
- Experience with Athlete Information Management System (Univerus) or similar student-athlete database. 
- Experience in budgeting and administrative management, particularly within Workday. 
- Effective problem-solving and decision-making abilities. 
- Ability to research, analyze and evaluate information. 
- Strong negotiation, counselling and conflict resolution skills. 
- Effective verbal and written communication skills. 


