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CH 1260 Nyon Tel +41 22 552 99 99 
SWITZERLAND Fax+41 22 552 99 89  

CAREER OPPORTUNITY 

European Aquatics is looking for a Sport Assistant Water Polo to replace one of its staff members during 
maternity leave. Given the planned growth of the organization, there is a possibility that the role can be 
converted into a permanent position. 

This is a unique opportunity for an administrative event professional to contribute to a team in a highly 
dynamic environment and serve as the spider in the web, coordinating the different activities from the 
office base.  

 

ABOUT EUROPEAN AQUATICS 

European Aquatics is the governing body for aquatic sports across Europe, including artistic swimming, 
diving, high diving, open water swimming, water polo and masters.  

European Aquatics is aligned closely with the world governing body World Aquatics, for the benefit of the 
sport globally serving Member Federations, athletes, coaches, officials, and communities. European 
Aquatics aims to be recognized as a leading, inclusive and diverse Continental Association that develops 
aquatics in innovative and sustainable ways, promotes Aquatic Social Responsibilities and supports 
athletes and Member Federations to make Aquatics the most competitive and engaging sport. 

European Aquatics organizes European Championships in the different disciplines and age-groups as 
well as European water polo club competitions and open water cups. The Bureau, elected by the member 
federations every four years, is responsible for setting strategy, policy and overseeing the work of the 
European Aquatics staff.  

The European Aquatics organisation consists of four departments: Sports, Development (education and 
aquatic social responsibility), Commercial (marketing/broadcasting, media and communications) and 
Corporate affairs, including finance. 

The Sports department, led by the Sports Director, consists of a water polo and an aquatics team. The 
Sports Assistant Water Polo is a member of the water polo team, which consists of 4 people and is 
responsible for all activities related to water polo, including competitions and further development of the 
sport.  

European Aquatics is in the process of establishing a base in Belgrade and newly hired staff will be based 
in this new office.  

For more information, please visit our website https://europeanaquatics.org/.  

  

https://europeanaquatics.org/


 
 
 

2 

JOB DESCRIPTION 

 

JOB TITLE:   Sport Assistant Water Polo 

REPORT TO:   Sport Manager Water Polo 

RESPONSIBLE FOR:  Water Polo Operations 

WORK ARRANGEMENT:  Office location Belgrade with occasional travel 

START DATE:   As soon as possible 

WORKING HOURS:  Full-Time, 40hrs / week 

EMPLOYER:   European Aquatics 

 

Job Purpose: 

The Sport Assistant Water Polo will be based in the European Aquatics office in Belgrade, once opened. 
He/she will be in charge of supporting the Water Polo team in the daily operations, competition and all Water 
Polo development, club competition and national federation related activities. This person will be hired on a 
fixed term contract with the possibility to convert into a permanent one at a later stage. There will be overlap 
before the current staff member will go on leave. 

 

Key responsibilities: 

The Sports Assistant will contribute to the achievement of the performance targets, aims and objectives of 
the organisation of Water Polo through the following: 

• Administrative and event support; general administrative work, officials appointments, logistical 
matters, accreditation matters, game-time schedules, reporting, sport-specific matters, archiving, 
general communication with relevant stakeholders, ceremonies, draws, non-sport moments 

• Club competition & National Federations; registrations, player lists, transfers, data collection and 
archiving, entries, communication with clubs or national federations, logistical matters 

• Coordination with financial department on related matters for all groups involved 
• Assisting on referee-related matters; lists, schools, certificates, data collection and archiving, other 

operations 
• General support on EA Academy, WP masters, development 
• Communication with relevant information and updates towards World Aquatics, internally, member 

federations, clubs and Local Organizing Committees (LOCs) 
• Assist in preparing bidding documents and providing relevant information for / to competition host 

nations 
• Assist in organizing and coordinating any necessary meetings (in-person and online), including the 

relevant Technical Committee meetings, communications, etc. 
• Create, store and update European Aquatics competition documents following the organization’s 

guidelines 
• Assist in managing the European Aquatics Water Polo calendar and the water polo information on 

the website 



 
 
 

3 

• Be actively involved in brainstorming ideas to further develop Water Polo according to the European 
Aquatics strategic plan 

• Assist in managing the various European Aquatics Water Polo events throughout the year, remotely 
and, when required, on-site 

 

Qualifications & Experience: 

• Relevant education; a university degree (Sports, Management, Marketing, etc.) will be considered 
an asset 

• Relevant experience in administrative tasks related to event management. Good knowledge of 
sport, and specifically Water Polo, sport background (team or individual sport) will be considered 
an advantage 

• Fluent in oral and written English 
• Additional languages will be considered an asset 
• Tech savvy, experience working with Microsoft Office programs and other systems. Graphic 

software and project management tools will be considered an asset 
 

Additional: 

• Self-motivated and positive attitude 
• Solution-oriented 
• Show integrity and fairness, be equitable and ethical in approach. Protect confidential information, 

adhere to policies and demonstrate loyalty to sport and a high-performance organization 
• Strong sense of responsibility and ability to complete tasks with minimal supervision, proactivity 
• Good organizational and time management skills 
• Ability to research, analyze and present material clearly and concisely 
• Attention to detail 
• Flexibility and adaptability to juggle a range of different tasks 

 

Salary & Details: 

• We are an equal opportunity employer.  
• We do not discriminate on the basis of race, religion, color, sex, age, national origin or disability. The 

successful candidate will be hired for a fixed term of 9 months, with possibility to convert into a 
longer term contract. 

 

The annual gross salary (before deduction of compulsory withholding tax and social security contributions) 
will be commensurate to the specific qualification of the successful.  

This job description is not to be regarded as exclusive or exhaustive. It is intended as an outline indication of 
the areas of activity and may be amended from time to time in the light of the changing needs of the 
organisation, through appropriate processes of consultation and the mutual agreement of both parties. 


