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Responsibilities – DOMESTIC DIVE 
COORDINATOR  
  

 

1) Plan and organise monthly Club dives within the Cairns/Port Douglas locality using Operators 
that are our current Club Sponsors. Monthly dives will be rotated through a selection of dive 
operators as approved by the committee to offer a variety throughout the year.  
 

2) Plan and organise Club dives (daily or liveaboard) with operators around Australia and with 
committee approval, promote the trips to Club members. Trips should be planned to cater for 
all dive certifications, experience levels and budgets where possible so we can cater for all 
Club members. 

 
3) Launch all domestic trips at the monthly Club meeting and via the Mail Chimp group email. 

Information re: the trip should also be posted on the Club website, ensuring costs are not 
included.  If there are still spots available nearer the trip, advertise on the Club facebook page 
also for the wider dive community consumption. 
 

4) Communicate with members and non-members; answer any queries re: domestic trips. 
 

5) For Liveaboard trips not with a Club sponsor, Sign up members and track payment through 
the Bendigo and/or Quickbook app (liaise with the Club Treasurer). 
 

6) Monitor divers who sign up for trips that are not with the Club sponsored operators to insure 
they are indeed current financial members, and to advise and chase up membership if a non-
member wishes to sign up, as the trips are only open to current financial members, both at 
the time of signing up and at the time of travel.  
 

7) Act as Trip Leader during trips if participating (including Monthly dives).  If not participating in 
the trip, to identify a trip participant (preferably a Committee member) to act as Trip Leader.  
Explain the role and responsibilities of this position to the nominated Trip Leader and obtain 
their consent to act as the Leader.  
 

8) Distribute to members any special deals or information on (non-Club organised) domestic 
trips that may be of interest.  

 
9) Communicate with dive operators, dive travel agents, dive resorts, etc and negotiate good 

travel deals. 
 

10) Contribute to the Club facebook page, including administration as and when necessary. 
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11) Committee Meetings – attend monthly Committee meetings (scheduled every 2nd 
Wednesday of the month) and report on any relevant information and updates re: domestic 
trips. 
 

12)  Members Meetings – attend monthly Members meetings (scheduled every last Wednesday 
of the month) and report on any relevant information and updates re: domestic trips. 
 

13) Prepare a “Domestic Trip Coordinator’s Report” at the end of the year for the Club AGM (July). 

 

 

 

 

 

 

 

 

 

 

 

 

 


