
 
 

Club Administrator & Coach 

The mission of the Kingston Rowing Club is to promote and develop rowing at all levels in the Kingston community. This is 
accomplished by focusing on excellence in recreation, competition, and coaching, all while fostering community 
involvement. The Kingston Rowing Club offers a variety of programming to its members, ranging from high performance 
training and competing, to providing newcomers with an introduction to the sport. We strive to provide a safe and inclusive 
environment for all our members, which promotes the sport of rowing in Kingston. 

Position Title: Club Administrator & Coach 
Wage: Commensurate with experience 
Hours: 35 hours per week 
Length of contract: 1 year 
Start date: March 1st, 2021 

Position Summary 

Reporting to the VP Programming, the Club Administrator & Coach will be responsible for the day-to-day administration of 
the Kingston Rowing Club. This will include working with existing members, coaches, and volunteers, as well as handling 
inquiries from prospective members.  

This position is made possible through a grant provided by the Ontario Trillium Foundation. The purpose of this grant is to 
allow the Kingston Rowing Club to expand its programming capacity, with an emphasis on new offerings such as 
recreational, coastal, and adaptive rowing. The successful candidate will be responsible for the development and growth of 
these programs, with the goal of ensuring their continued sustainability beyond the one-year term offered by the grant.  

An extension of the position beyond the stated one-year contract may be possible, however this will be contingent on 
sufficient revenue being generated by the new programs, as well as developing potential partnerships and a business 
strategy for the Kingston Rowing Club.  

Responsibilities  

Administrative 

• Promoting rowing in the Kingston community 
• Ensuring that the club’s mission, values, and vision are adhered to, with support from the KRC Board of Directors 

and Head Coach 
• Increasing the Kingston Rowing Club’s membership base by diversifying program offerings 
• Facilitating the delivery of existing and new club programming, including scheduling and equipment organization 
• Responding to inquiries from existing and prospective members  
• Coordinating registration from new and existing members. This will include ensuring that all appropriate 

registration requirements have been met as well as collecting payment through the Club’s Point of Sale systems.  
• Working with the Club Registrar to ensure that all members are registered with Rowing Canada Aviron and 

RowOntario 
• Updating the Kingston Rowing Club website to ensure it is updated with current information and program offerings 
• Maintaining a secure and confidential membership database, which will include member contact information, as 

well as all necessary waivers and proofs of payment. 
• Supervising summer students hired to assist with running recreational programming 
• Applying for and managing grant programs, as applicable 
• Coordinating volunteers for fundraising activities  



 
 

Coaching 

• Creating a safe and inclusive training environment for club members 
• Implementing and updating the KRC’s Safety Procedures, including COVID-19 safety protocols 
• Creating seasonal training programs for club members 
• Coaching sessions approximately six days per week during the on-water season 
• Working with volunteer coaches to implement training sessions  
• Coordinating regatta travel, accommodations, and entries  
• Attending regattas and supporting athletes in competition  

The above duties are representative of the position but are not meant to be all-inclusive. Duties may evolve to suit our ever-
changing environment and could expand to include coaching if the circumstances permit. 

Qualifications 

• RCA Learn to Row or RCA Coach trained 
• Pleasure Craft Operator licensed 
• University or College degree in a related field an asset 
• Knowledge of rowing operations in Ontario is an asset 
• Ability to work independently  
• Excellent communication skills, both written and oral 
• Financial reporting and accounting skills are considered an asset 
• CPR & AED certified  

Position Requirements 

• Due to the ongoing State of Emergency in the Province of Ontario, the successful candidate may be required to 
work remotely for part of the length of the contract. Should local restrictions allow for in-person training to take 
place, the successful candidate will be expected to report to the Kingston Rowing Club in order to undertake their 
duties. 

• Workload may vary from month to month, however pay will be issued equally twice per month for the duration of 
the contract 

• The successful candidate will be required to provide a satisfactory Canadian Police Information Check (CPIC) at 
their own expense 

Accessibility 

The Kingston Rowing Club is an equal opportunity employer. 

We welcome and encourage applications from people with disabilities and will work with you to accommodate your needs 
in line with the goals of the Accessibility for Ontarians with Disabilities Act and the Ontario Human Rights Code. Should you 
require any accommodations through the application or interview process, or at any stage during recruitment, please let us 
know by email info@kingstonrowing.com  

Application details 

Applications should be submitted by email to info@kingstonrowing.com by February 5th, 2021. Interviews will be conducted 
as soon as possible, with successful candidates selected shortly thereafter. The position will remain open until filled.  

We thank all applicants in advance, however, only those selected for an interview will be contacted. 
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