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JOB DESCRIPTION FORM 
Position Identification 

 
Position Relationship 

 
Objective 

 
Key Responsibilities 

 
 
 

Position Title Race Permit Officer 
 

Responsible to The Race Permit Officer is directly responsible to the Management 
Committee. 
 

Key Objective of the 
Position 

To ensure that the ACC can run its annual race calendar efficiently by getting 
appropriate permits from all stakeholders 
 

Liaison 
1. Liaise with our traffic management company (if required) to finalise the traffic management 

plan (TMP) for the proposed races to be run during the season, identify new traffic control and 
identify new traffic control diagrams (TCD) diagrams needed. 

2. Notify Department of Main Roads, St John's Ambulance and Department of Fire and 
Emergency Services of the ACC annual race calendar. 

3. Regularly inform the President and Committee of any issues with the securing of permits. 
 
Administration 

1. Ensure ‘Suspension of Road Rules’ permits are completed and submitted to local governments, 
local police and Police Traffic Branch at least six weeks before each event to ensure approvals 
can be gained. 

2. Maintain electronic and hard copy records of all submitted and approved permits including 
placing a copy of permits in the club trailer. 

3. Work with other Committee members to establish and/or regularly update the procedure manual 
for the position of Race Permit Officer. 

4. Keep a database (asset register) of all club signs. Make sure there is enough signage to club 
events. 
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Key Skills 

  
Handover 

 
Agreement 

 

Ideally the Race Permit Officer is someone who: 
1. Is well organised: can systematically plan liaisons to meet deadlines; can maintain 

administrative files. 

2. Has good communication skills: verbal & written and able to write letters. 
3. Can communicate effectively and tactfully with stakeholders, e.g. local government and police 

(Traffic Branch). 
4. Has some knowledge of the local traffic act (suspensions). 

5. Will constantly look for new ideas and improvements for ways to gain approvals. 

 
I have completed a handover/induction for the role of Race Permit Officer with__________________ 
and agree to advise the new appointee on issues related to the role. 
 
Signed…………………………………………………. Date…………………………. 
 

 
I have read and understand the requirements of the role as detailed in this job descriptions form. I will 
undertake the role as described to the best of my ability and accept the responsibilities and duties for 
the position as described on this job description form. 
 
Signed…………………………………………………. Date…………………………. 
 
 


