
NORTH ATLANTIC FIGURE SKATING CLUB 
Program Coordinator Job Description 

 
The North Atlantic Figure Skating Club (NAFSC) Program Coordinator assumes responsibility for overseeing the 
administrative management of all club sponsored/sanctioned programs as well as office management.  S/he 
works with the NAFSC Skating Coordinator and ice monitors to maintain day-to-day on ice management as 
well as in conjunction with the Skating Coordinator on coaching needs for programs and events. This position 
reports directly to the NAFSC Board of Directors (BOD) and works symbiotically with the Skating Coordinator.  
The Program Coordinator provides support to the coaches, skaters, and skating families as required and 
encourages club and athlete development and success.  The Program Coordinator works with the NAFSC BOD, 
Skating Coordinator, committee chairs, and/or coaches on the administrative details pertaining to 
participation in NAFSC events, LTS classes and summer camp, specialized workshops and classes, ice 
schedules, and any outside opportunities. S/he works with coaches and administrators to nurture and support 
future programs.  The Program Coordinator works in conjunction with the NAFSC BOD and Skating 
Coordinator on all safety issues and protocols, must maintain SafeSport compliance, and helps to ensure the 
safety of all coaches and skaters on the ice.  The Program Coordinator is subject to a background check before 
hiring and to annual review by the NAFSC BOD. 
 
 
Duties: 

 Maintain regular afternoon office hours during club ice and Learn-to-Skate; specific times to be 
negotiated 

 Office management and administration to include, but not limited to, dealing with club 
correspondence, file maintenance, financial transaction recording, schedule maintenance, etc. 

 Publicity/Advertising/Development of printed material 

 Oversee Ice Monitor sign up and substitute in ice monitor absence 

 Ensure compliance with all relevant US Figure Skating regulations (LTS USA membership registration; 
sanctions compliance; etc.) 

 Manage ice card and ballet card program 

    Coordinate with the Skating Coordinator and Ice Show Chair(s) to run annual ice show  

 Perform administrative components of LTS program to include managing sign ups, check in of skaters 
on first days of class, work with Skating Coordinator to form appropriate groups and number of 
coaches needed, etc. (Skating Coordinator will coordinate coach responsibilities for each group) 

 Work with NAFSC BOD and Skating Coordinator to plan ice usage/publish ice availability 

 Maintain NAFSC website and Facebook page(s), update accordingly appropriate publications/notices, 
provide NEICC updates, etc. 

 Maintain current membership lists, appropriate documents and records, etc. in the NAFSC office 

 Monitor club general information email address; forward communications appropriately 

 Attend monthly board meetings and provide reports as needed 

 Manage online dress sale/consignment sale 

 Any other duties as assigned 
 
 
 
 
 
 



Desired Qualifications: 

 Strong administrative and organizational skills 

 Strong Interpersonal Skills and ability to cultivate relationships with coaches, skaters, parents, etc. 

 Computer knowledge/competent use to include basic Microsoft programs (Excel, Word, etc.) and 
QuickBooks; willingness to learn new systems 

 Ability to promote, market, and nurture NAFSC programs 

 Knowledge of basic website management 

 Active membership with USFS 
 
The North Atlantic Figure Skating Club (NAFSC) is a non-profit figure skating club which provides opportunities, community, and 

support for skaters to achieve their figure skating goals. The club operates on the principle that skaters of all ages, levels, and 

disciplines have the opportunity for success and growth in a safe, fun, and committed environment. As a full member club of U.S. 

Figure Skating, we strive to provide programs and encourage participation across all disciplines, from recreational to competitive, 

which allow our skaters to practice, improve, and present their skills and achievements through a variety of skating opportunities. 


