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NZIODA – TEAM LEADER JOB DESCRIPTION 

 

Purpose of the Role:   

This role is key and will form a strong backbone for the team. The Team Leader will co-ordinate the 

sailors and parents before and during the event.   

They will also call on the support of other parents to arrange some of the tasks from time to time 

and to share the load. NZIODA recommends that the Team Leader designate tasks accordingly, 

however, overall responsibility will be with the NZIODA Team Leader. 

 

Prior to the Start of the Event: 

 Liaise between the team members and the NZIODA Treasurer. 

 

 Work closely with the coach and, if required, an NZIODA Committee representative to arrange and 

schedule training sessions. 

 

 Set up a WhatsApp channel for communication for the team 

 

 Ensure that all entry forms are completed on time and fees are collected and paid to the NZIODA 

Treasurer before the required dates that are set in the NOR. This includes charter boats, support 

boats, and registrations for coaches and team officials, as well as any details and payments relating to 

early arrivals. 

 

 Organise all logistics and financials for the team.  Some teams choose to have another 

parent/supporter as the Team Treasurer to help in this area. This is advised and a strong liaison with 

NZIODA is also required. 

 

 With the coach, advise any plans made for the regatta including off water activities, any training, and 

the race days as set by the coach. Make sure all sailors and parents have a copy of this and all updates 

are well communicated. 

 

 Take over from the Treasurer after initial payments are made to the race organising committee (ROC) 

for entry fees (rooms and meals), charter, and support boats. 

 

 Are the main point of contact for ROC for all matters leading up to the event including official arrival 

dates and co-ordination of travel from airport on day of arrival. 

 

 Work with other parents to make decisions around accommodation and room assignments. 

 

 Communicate with other parents about any required travel or customs documentations for the team 

members. 

 

 Engage and involve the parent group in order to obtain volunteers to assist in managing and 

coordinating the team for the duration of the event. 

 

 Co-ordinate travel details, tickets, and accommodation with suitable agencies and remind sailors and 

parents of appropriate travel requirements e.g. passport and visa requirements. 
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 Check health vaccination requirements. 

 

 Organise First Aid Kit for the team. 

 

 Organise spare kit for the team. 

 

 Check with airlines on baggage limits and requirements. Some airlines require baggage notice prior to 

travel commencing e.g. sails etc. 

 

 Ensure all sailors have the appropriate “sports insurance” and insurance for charter boats including, 

where required, public liability insurance. The NOR will assist with what is required. 

 

 Liaise with NZIODA Administration for team uniforms. 

 

 Undertake 1:1 with sailors and their parents to understand the needs, goals and objectives of the 

sailor and how best to manage these along with all other sailors. 

 

Pre-event at Venue 

 On behalf of the team, check in at official accommodation. 
 

 On arrival at the overseas regatta venue, sets up an initial team meeting, reminds sailors and parents 

of their roles and responsibilities, and work with the coach to communicate the planned daily 

schedule and provide any updates. 

 
 The Team Leader shares equal responsibility with the coach for each sailor and for parent behaviour, 

and will lead any disciplinary matters and support the coach if any situation arises. 

 
 Receives charter boats and support boats and ensures all parts and equipment are present and in 

working order and returned in kind. 

 
 Pays any damage deposits as required. 

 
 Manages regatta registration and boat measurement. 

 

Note:  Typically, the expenses for the entry fee (meals and accommodation) for the team leader are shared 

equally by the team. 

 

During the event: 

 Ensure adequate and supplemental food and water for team members and coach on race and practice 

days. 

 
 Stay on site with sailors at the official accommodation for the duration of the regatta. 

 
 Perform chaperone duties for the duration of the regatta. 

 
 Arrange for support (usually within the parent group) with laundry requirements. 

 
 Track team expenses. 

 
 Attend any official regatta functions as appropriate. 
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 Assist the coach with all off water logistics and management.  This may include the handling of 

protests. 

 
 Attend or appoint a team official to attend the daily morning race regatta briefings during the event. 

 
 Check regatta notices on the official regatta notice board during the event and report to the coach as 

agreed.  This is required so as not to miss out on any alterations to the sailing instructions or any 

other events. 
 

 As stated earlier, some jobs can be delegated to other parents, but the Team Leader needs to have a 

good understanding of all movements as they will be responsible for Team Management off the water 

and matters that support coach and sailors’ performance whilst overseas. 

 

Note: Chaperone duties are required overnight starting at curfew time and ending at breakfast only. It is 

expected that the sailors will be supervised by parent representatives during time off the water or lay days. For 

teams of 10 sailors, it is beneficial to have two chaperones. 

 

After the event: 

 Ensure charter boats and support boats are returned and damage deposits are claimed. 

 
 Check out of official accommodation and co-ordinate any return travel to airport if required. 

 

 Provide a written follow-up report and arrange a final team meeting for feedback. 
 

 Provide follow-up input for these guidelines where appropriate. 
 

 Finalise any financial reconciliation of expenses 

 

 

Qualifications: 

 Prior international team regatta experience would be beneficial 

 Local knowledge or language would be an asset 

 Having younger children within the sport in order to provide assistance in future years may be an 

advantage 

 Previous chaperone experience 

 Police vetted 

 

Selection Process: 

Any interested individuals should make themselves known during the Season and provide a summary of their 

background and any relevant criteria as it relates to the role.   

NZIODA Committee will vote and choose the individual at the first meeting after Nationals once expressions of 

interest have been received. NZIODA's International Teams Committee will elect to appoint a Team Leader on 

behalf of the group to reflect a balanced mix.  


