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Sports Events Coordinator Job 
Description  

Duties and Responsibilities: 

 Putting together an organizing committee for sports events 

 Ensuring and providing adequate security for the entire process of an 

event 

 Overseeing and inspecting the entire sporting facility in order to ensure 

that they are all up to standard 

 Appropriate management of ticket sales and marketing by ensuring that 

they are readily available 

 Working in relation with the organizing committee to make 

arrangements for guests and clients’ accommodation and transportation 

 Distributing different tasks to different members of the organizing 

committee in order to ensure that all duties are exercised effectively and 

everything runs smoothly 

 Tackling the various issues associated with the business side of sports 

while ensuring that clients are focused on full participation and winning 

the sports events or competition. 

 Making adequate preparations/laying a solid foundation for the 

commencement of a sporting event. 

Sports Events Coordinator Requirements – Skills, Knowledge, and 

Abilities  

 Excellent communication skill which enables a sports events coordinator 

to interact clearly and effectively with clients, organizing members of the 

committee, and/or the fans or guests 

 A good interpersonal skill to build and maintain healthy relationships 

with clients in order to enhance or foster good results in sports events 

 A Bachelor’s degree in Business Marketing, Sports Management, or Law, 

or in a related field 
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 Organizational and self-management skills and composure, which 

involve the ability to be composed and calm during the coordination of 

various activities even when under pressure 

 Several years of adequate professional experience or internship 

 Ability to easily get along with other individuals and be a good team 

player 

 Sound and adequate knowledge of the business aspect of the sporting 

world 

 Good time management skills, which involves the accurate management 

and implementation of plans on time in order to boost the chances of 

attaining set goals or objectives. 
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