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What to expect

Interviews for Sports Administrator roles usually mix day-to-day operational questions with
scenario-based tests of judgement, since the role involves juggling bookings, budgets, compliance and
people on any given day. Panels often include a facility or operations manager and sometimes a club
committee member or council liaison.

* Process: Questions about how you run recurring operational tasks such as bookings, compliance
checks or budget tracking.

» Behavioural: Past-experience questions probing how you've handled complaints, budget pressure
or team coordination before.

» Scenario: Hypothetical situations testing judgement under time pressure, such as clashing
bookings or a safety issue mid-event.

» Client-facing: Questions about managing relationships with members, volunteers, coaches and
external vendors.

» Technical: Questions about specific software and systems used for memberships, bookings and
finance.

Expect an opening chat about your background and interest in the organisation, followed by a run of
behavioural and scenario questions, then a section on the practical software and compliance side of the
job, finishing with your questions for the panel.

1. Walk me through how you'd handle a facility double-booking discovered
on the morning of a major weekend event.

Why they ask

Tests whether you can prioritise and communicate under time pressure without the situation escalating
into a bigger problem for the venue.

How to structure your answer
Judgement-under-pressure: state your immediate priority, outline the practical steps you'd take in order,
then explain how you'd communicate with affected parties and prevent recurrence.

Example answer

“First I'd check both bookings against the system to confirm which was made first and whether either
party has flexibility on timing or location. I'd contact both hirers directly rather than by email, explain
the situation plainly, and offer alternatives such as a different court or a later start time, sometimes
with a fee waiver as goodwill. Once resolved I'd document what happened and tighten the booking
approval step so a staff member checks for clashes before confirming any new booking, not just
relying on the software's automatic check.”

2. Tell me about a time you had to manage a facility budget that came under
pressure partway through the year.

Why they ask

Budgeting and forecasting is a core listed skill for this role, and committees want evidence you can spot
and manage a shortfall before it becomes a crisis.

How to structure your answer
STAR: situation, task, action, result.

Example answer



“Partway through a financial year, our ground maintenance costs ran well ahead of forecast after a
wet season damaged the turf. | was responsible for keeping the overall facility budget on track. |
reviewed all discretionary spending lines, delayed a non-urgent equipment upgrade, and negotiated a
payment plan with the maintenance contractor instead of a lump sum. By year end we'd absorbed the
overrun without needing to draw on reserve funds or cut member services.”

3. How do you keep a facility compliant with WHS requirements and local
council conditions?

Why they ask

Compliance is a named responsibility in this role and gaps here carry real liability for the organisation.

How to structure your answer

Process walk-through: describe the ongoing routine you'd follow, from monitoring to documentation to
escalation.

Example answer

“I keep a compliance calendar covering things like fire equipment checks, first aid supply audits and
council permit renewal dates, so nothing gets missed. | do a walk-through inspection of the facility on
a set schedule and log any hazards immediately, assigning them to whoever's responsible for fixing
them with a deadline. For anything involving council conditions, like noise limits or capacity caps at
events, | brief casual staff and volunteers beforehand so they know what to enforce, and | keep a
simple incident log in case anything needs to be reported later.”

4. Describe a situation where you had to coordinate volunteers, coaches and
an external vendor for the same event.

Why they ask

The role explicitly involves coordinating across these groups, and each has different expectations and
communication needs.

How to structure your answer
STAR, with emphasis on how you managed competing priorities between the groups.

Example answer

“For a junior carnival, | had volunteers running registration, coaches needing warm-up space at set
times, and a catering vendor setting up on site. | put together a single-page run sheet with times and
locations for each group and sent it out three days ahead so nobody was guessing. On the day |
checked in with each group an hour before their part started. The event ran to schedule and the only
real hiccup was the vendor arriving early, which we solved by giving them a different entry point to
unload.”

5. What facility booking, membership or finance software have you used, and
how did you use it day to day?

Why they ask

Panels want to know you can pick up their specific systems quickly and understand what these tools are
actually used for, not just that you've heard of them.

How to structure your answer
Technical walk-through: name the systems, describe the specific tasks you did in each, and note
anything you improved or automated.

Example answer

“I've used Trybooking for managing casual and event bookings, and a membership database for
tracking renewals and fee collection. On the finance side I've used Xero for reconciling facility income
against budget lines. | set up automated renewal reminder emails in the membership system, which
reduced the number of manual follow-up calls our front desk staff had to make each month.”



6. Tell me about a time you had to deal with a member or hirer who was
unhappy with a decision you made.

Why they ask

Customer service and problem solving are listed as core skills, and unhappy members are a routine part
of this job.

How to structure your answer
STAR, focused on how you balanced empathy with holding a fair line.

Example answer

“A long-standing member was frustrated when we changed the casual booking cut-off time, which
meant he could no longer book his usual Friday slot on the day. I listened to his concern fully before
explaining why the change was made, to reduce late cancellations that were costing the club
revenue. | offered to hold his regular slot with a standing booking instead, which solved his immediate
problem and meant we didn't need to reverse a policy that was working for the club overall.”



