
 
      April 15, 2009 
 
 
Job Posting:  Executive Director – BC Water Polo                        

BC Water Polo Association (BCWPA) is the Provincial Sport Organization (PSO) that 
represents the sport of water polo in British Columbia.  With a membership of over 1,000 
athletes, coaches and officials, BCWPA facilitates the development of water polo skills 
and growth of the sport.  Funding for our non-profit program is primarily through grants 
from the Provincial Government and other levels of government. 

We currently have an immediate requirement for an Executive Director who will oversee 
the daily operations of our organization.  Reporting to the Board of Directors, this 
individual will be responsible for managing all aspects of business for the organization.  
BCWP invites qualified individuals to submit their response to this posting of the position 
of Executive Director to our office no later than April 30, 2009.   

General Description of Duties 
The Executive Director is primarily responsible for the overall leadership of BC Water 
Polo.  His/her ability to implement strong business skills and relationships with funding 
partners will contribute to his/her success.  He/she shall work with the staff of Sport BC 
and will report to the Board of Directors of BCWP.   

In addition, the Executive Director will be responsible for identifying, creating, and 
maintaining ongoing relationships with potential funding partners of BCWPA.  The focus 
of this position will be to ensure BCWP operates with sound business practices which 
include appropriate systems, budgets and processes as required in a non-profit 
Provincial Sporting Organization. 
 
 
Responsibilities 
The primary areas of responsibilities of the Executive Director are: 

Business Management: 

 Develop and maintain budgets of all components of BCWPA programs 
 Develop funding opportunities 
 Identify potential funding partners; develop relationships with them to 

increase funding opportunities.   
 Establish and maintain long term relationships with business liaisons to 

increase funding opportunities. 
 Develop and implement and keep stringent control of a budget which 

accurately reflects the needs of BCWPA 

Administration 

 Maintain official records and documents, and ensure compliance with federal, 
provincial and local regulations. 



 Maintain established book-keeping processes and financial record 
documentation. 

 Receive direction for monthly priorities and tasks from the President of 
BCWP. 

 Attend and provide reports for the BCWPA Board Meetings, BCWPA’s 
Annual General Meeting and Water Polo Canada’s Annual General Meeting.  

Leadership: 

 Provide leadership in developing programs, organizational and financial plans 
with the Board of Directors and staff, and carry out plans and policies 
authorized by the board. 

 Promote active and broad participation by volunteers in all areas of the 
organization's work. 

 Maintain a working knowledge of significant developments and trends in the 
field. 

 Recruit volunteers to work on a variety of tasks – especially with regard to 
fund-raising.  

 Maintain and amend BCWPA Policy Manual, including BCWPA’s Constitution 
and Bylaws.  The Executive Director shall operate within the bylaws, policies, 
and programs established by the Board of Directors and shall represent 
BCWPA within these guidelines.   

Strategic Plan  

BCWPA maintains a five year strategic plan.  The Executive Director will be 
required to: 

 Review the current strategic plan. 

 Identify the key requirements of all stakeholders of BCWPA. 

 Devise a plan to ensure needs of stakeholders are met. 

 In conjunction with input from the Board of Directors, update the strategic 
plan. 

Marketing and Communication 

 Ensure a strategic marketing plan is developed. 

 Implement a strategic marketing plan to expand water polo’s reach within 
British Columbia’s athletic market. 

 Develop and implement a strategic communication approach from the 
marketing plan. 

 Administer BCWPA’s website to ensure it remains current. 
 Establish sound working relationships and cooperative arrangements with 

community groups and organizations. 

Additional Responsibilities 

 Facilitate and attend tournament events hosted by BCWPA.  
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Position Requirements: 
A. Experience Level 

A minimum of four years of business management, sport administration or 
academic administration experience. 

B. Knowledge Requirements 
• Strong, proven business management skills 
• Strong administrative, leadership, strategic planning, and project 

management skills 
• Strong ability with spreadsheet and word processing applications 
• Excellent oral and written communication skills, organizational ability 

and a results-oriented approach 
• Knowledge of the sport of water polo is not considered an essential 

requirement. 
 

Hours of Work 
The office of BCWPA is located in the Sport BC offices in Richmond, BC.  Hours of work 
will be flexible and the selected individual must be able to work outside of normal 
business hours to accommodate events such as evening board meetings.  It is 
envisioned that the Executive Director will be working from our Richmond office on an 
“as-required basis” and will perform a portion of his/her duties from other locations.   

It is anticipated that initially a 0.75 position (three-quarter time) will be negotiated which 
will develop into a full-time position as funding becomes available.   

Compensation 
The position of Executive Director is being offered on a contract basis.  Fees will be 
negotiated with the selected candidate. 

Response Submissions 
Interested individuals are to submit their responses to BCWPA’s office via email at 
bcwaterpolo@telus.net.  Response submissions are to include: 

1. Covering Letter: a letter of introduction with appropriate contact information.  A 
minimum of three professional references with contact information is required. 

2. Written Proposal: using a maximum of two (2) pages, the respondent shall provide a 
written proposal that demonstrates a clear understanding of the assignment and how 
the role of Executive Director would be executed.  Additional information on BCWPA 
is available on our website at www.bcwaterpolo.com. 

3. Fee Proposal: the respondent shall provide a fee proposal outlining the expected 
compensation based on a 0.75 position. 

4. Resume: the respondent shall provide a detailed resume that demonstrates the 
individual’s skills and proven record. 

Reponses must be received by BCWPA no later than April 30, 2009. 
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