Tour Organiser
Purpose
The Tour Organiser is responsible for planning and coordinating the administrative and logistical requirements of tours, helping ensure the tour is well organised, clearly communicated and ready to operate safely.
What You’ll Do
· Develop and coordinate the overall tour plan, timeline and key arrangements.
· Research and organise transport, accommodation, meals, activities and venues.
· Develop an itinerary and communicate key information to participants, parents, coaches and volunteers.
· Coordinate participant registrations, permissions, emergency contacts and other required information.
· Work with the Tour Supervisor, coaches and team managers to confirm supervision and participant requirements.
· Coordinate bookings, deposits, payments and cancellation arrangements with the Treasurer where required.
· Identify key risks and ensure appropriate plans, approvals and contingencies are in place.
· Confirm transport, accommodation, activities and other providers before the tour.
· Maintain accurate tour records, bookings, contact information and important documents.
· Communicate changes, deadlines and important information to participants and families.
· Provide the Tour Supervisor with the information and resources needed to manage the tour.
· Complete a post-tour review and provide feedback to the Committee.
What You’ll Bring
· Strong planning and organisational skills.
· Ability to coordinate multiple bookings, people and deadlines.
· Clear and reliable communication.
· Good attention to detail and record keeping.
· Ability to identify potential issues and develop practical solutions.
· Confidence working with suppliers, venues, transport providers and Club volunteers.
· Experience organising travel, sporting tours or events is helpful.
Child Safe & Compliance
The NRL is committed to providing a child-safe environment where children & young people are safe & feel safe, & their voices are heard. This role is required to maintain a valid working with Children Check or equivalent. Ensure all activities are conducted safely and in accordance with safeguarding and child protection requirements. This role also demonstrates a strong commitment to child safety by maintaining appropriate behaviours, following safeguarding procedures, and contributing to a safe, inclusive and supportive environment for all children and young people.
Success Looks Like
· The tour is well planned, organised and ready to operate.
· Bookings, payments, permissions and participant information are accurate and up to date.
· Participants and families understand what is happening and what is expected.
· The Tour Supervisor and other volunteers have the information they need.
· Risks and contingencies have been considered before departure.
· The tour runs smoothly with minimal avoidable issues.

