Administration Officer
Water Polo South Australia
Permanent Part-Time | 3 Days per week (0.6 FTE) | Adelaide, SA
About Us
Water Polo South Australia (WPSA) is the governing body for water polo in SA, dedicated to growing the sport and supporting athletes, coaches, and volunteers. We’re passionate about creating opportunities for participation and excellence at all levels.
About the Role
We’re seeking an organised and proactive Administration Officer to join our team. This role, reporting to the Operations Manager, is central to the smooth operation of WPSA, providing support across membership services, state team logistics, competition scheduling, and communications.
Key Responsibilities
· Maintain and update member database and manage communications.
· Organise travel and budgets for state teams; liaise with parents and coaches.
· Coordinate pool bookings and develop competition schedules.
· Assist with social media content and marketing stories.
What We’re Looking For
· Strong administrative and organisational skills.
· Excellent communication skills (written and verbal).
· Experience with databases and financial systems (RevSport and Xero desirable).
· Ability to manage logistics and deadlines effectively.
· Knowledge of sport administration (water polo experience a bonus!).
What We Offer
· Flexible part-time hours (3 days per week).
· Collaborative, community-focused environment.
· Opportunity to make a real impact in sport development.

Express you interest: Contact Water Polo SA General Manager, Eddie Denis, at manager@waterpolosa.com.au or 0402 410 870
Apply for this role: Send your resume and cover letter to Water Polo SA General Manager, Eddie Denis, at manager@waterpolosa.com.au by 5th February 2026.
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