
Recreation and Wellness Services
25800 Carlos Bee Blvd, Hayward, CA 94542

510.885.4749 | 510.885.7098 (fax)
www.csueastbay.edu/raw | rawcenter@csueastbay.edu

Position Title: Student Assistant Coordinator, Intramural Sports
Status: Student Part-time/Non-exempt (Student Assistant II)
Location: California State University East Bay, Hayward, CA
Reports To:Associate Director, Recreation andUniversity Unions

PositionDescription
Within Recreation,Wellness, and University Unions (RWUU), the Student Assistant Coordinator of
Intramural Sports is responsible for assisting in the visioning, development, and delivery of an inclusive,
safe, and fair intramural sports program. Dutiesmay include recruiting, hiring, training, scheduling, and
mentoring intramural sports of�icials and supervisors, planning and organizing tournaments and special
events, marketing and promoting programs and services, enforcing Intramural Sports and/or RWUU
policies and procedures, and general oversight of the program. Additionally, the Assistant Coordinator for
Intramural Sports;

● Engages in student professional development through the enhancement of the RWUU4-Principles
of Leadership including problem solving, communication, teamwork, and a commitment to the
member experience;

● Assists with creating a culture of sustainability for RWUU and campus community by helping to
fashion amore just, humane, and sustainable world;

● Upholds policies, procedures, and environmental strategies tominimize risk and enhance the
general safety of RWUUmembers and employees.

Essential Duties andResponsibilities
1. Assist in the recruiting, interviewing, and hiring of all Intramural Sports Of�icials and Supervisors.
2. Develop and deliver specialized in-house of�icials training and developmental workshops for sports

such as Basketball, Football, Volleyball, and Soccer & Indoor Soccer.
3. Provide additionalmentorship, training, and guidance for Intramural Sports sta�.
4. Provide general oversight of Intramural Sports program and sta�.
5. Manage online registration system for Intramural Sports and input daily game results and

statistics.
6. Develop, revise, and deliver semesterly CaptainsMeetings as needed.
7. Schedule league games and playo�s.
8. Inventory equipment on a semiannual basis andmake recommendations for future purchases.
9. Plan and execute semester tournaments, special events, and other activities.
10. Advise on the creation and revision of Intramural Sports policies for sta� and participants.
11. Compile andmaintain detailed reports and logs related to league and tournament participation, as

well as injuries, incidents, and ejections.
12. Attend scheduled sta�meetings and regular / semi annual All RWUUmeetings.
13. Engage in RWUU strategic committees
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Recreation and Wellness Services
25800 Carlos Bee Blvd, Hayward, CA 94542

510.885.4749 | 510.885.7098 (fax)
www.csueastbay.edu/raw | rawcenter@csueastbay.edu

19. Other duties as assigned

RequiredQuali�ications

1. Currently enrolled CSU East Bay student (minimum6 units for undergraduate students; 4 units for
graduate students). Summer term enrollment is not required.

2. Minimumof one year working/interning/volunteering/coaching/of�iciating in one ormore of the
following sports leagues: basketball, football, soccer, volleyball.

3. Ability to work approximately 20 hours a weekwithminimal conflicts.

PreferredQuali�ications

1. Previous experience organizing sports leagues and/or tournaments.
2. Previous sports of�iciating experience (youth leagues, middle school, high school, collegiate, etc.).
3. Prior experiencewith delivering strong customer service.
4. Demonstrated ability to communicate e�ectively.
5. Demonstrated ability to engage in conflictmanagement.
6. Demonstrated ability to lead a sta� (i.e. Internship, previousmanagerial experience).
7. CPR/AED/First Aid Certi�ied


