
American Radio Relay League Inc. 
Awards Program Supervisor 

 
  
Department: RADIOSPORT  Grade: 9  
Reports To: Radiosport & Regulatory 

Manager 
Classification: Exempt  

Supervises Direct: 3 Supervises Indirect: 0 
Starting Salary Range: $57,700 - $62,000  
Role: 
  
The Awards Program Supervisor is responsible for the management and oversight of the ARRL 
Awards Program and the awards staff. This includes maintaining the high integrity of the program and 
implementing new program policies when established. The position is responsible for making 
decisions related to authentication of documentation and applications for all awards. 
  
Essential Functions & Responsibilities: 
  
Oversee the day-to-day operations of the awards program including the supervision of direct 
reports to ensure the highest standards of accuracy is maintained. 

 

Strive for 100 percent accuracy in awards generation and work towards the best possible 
efficiency and expediency in fulfilling all awards. 

 

Handle correspondence with members and other awards participants. 
 

Prepare and maintain awards program rules and guidelines. 
 

Manage ARRL's Card Checker program. 
 

Fulfill special projects that relate or impact the awards program as assigned in a timely manner. 
 

Perform random audits and assist with investigations of cheating. 
 

Keep aware of world events and how they may apply to the program rules. 
 

Handle a variety of administrative and supervisory tasks. 
 

  
 

Performance Measurements: 
  

1. Contributes to creating positive energy and fostering a team atmosphere, showing excitement 
and pride in the team's work, and being accountable for results. 

 

2. Consistently deliver reliable and accurate work. 
 

3. Exhibit strong leadership skills. 
 

4. Ensure excellent customer service is provided by the department at all times. 
 

  
 

Knowledge and Skills: 
  
Experience One year to three years of similar or related experience.  

 

  
Education A two-year college degree or four to six years of job specific skills acquired through 

on-the-job experience.  
 

  



Interpersonal 
Skills 

Work involves much personal contact with others inside and outside the organization 
for the purpose of first-level conflict resolution, building relationships, and soliciting 
cooperation. Communications involve a high degree of diplomacy, discretion, and tact.  

 

  
Other Skills 1) Extremely detail oriented and self-motivated. 

2) Ability to communicate effectively both verbally and in writing.  
3) Strong working knowledge of Windows and MS Office applications. 
4) Ability to make appropriate, informed decisions. 
5) Ability to create and maintain a positive attitude to promote teamwork. 
6) Effective supervisory skills.  

 

  
Physical 
Requirements 

Prolonged periods of sitting and computer use. Must be able to lift and move up to 20 
lbs. occasionally.  

 

  
Work 
Environment 

On site office environment in Newington, CT.  
 

   
  
  
  
  

 

 
  
    
 

     
 

 


