










Template M
Club Name

Chairperson –Task Description

TITLE: 



Chairperson

RESPONSIBLE TO: 

The Club Management Committee

SKILLS/QUALITIES REQUIRED:

· Enthusiastic

· Well organised

· Prepared to make a regular time commitment

· Prepared to make instant decisions when necessary

· Confident at some public speaking and keeping order during meetings

· Able to delegate
· Running efficient meetings
MAIN DUTIES:

· Managing the executive committee and the affairs of the Club

· Overseeing and guiding all decisions taken by the executive committee and sub committees.

· Oversee the work of the Club

· In conjunction with the secretary, prepare and present the annual report.

· Liaise with the secretary on the Agenda for each meeting.

· Be familiar with the constitution, committee procedures and any other rules and regulations.

· Liaise with the Treasurer to ensure that financial aspects are appropriately managed.

· Help to prepare and submit any statutory documents that are required (e.g. grant aid reports, policies).
· If unable to attend any committee meeting, a written report should be sent to the meeting and the Vice Chairperson briefed on the Agenda.
TIME COMMITMENT

The estimated time commitment required as the Chairperson is approx…… hours per year

The Chairperson is appointed for a period of one year but shall be eligible for re-elected but only for a further period of one year










Template N
Club Name

Secretary – Task Description

TITLE: 



Secretary

RESPONSIBLE TO: 

The Club Management Committee

The Secretary is the chief administration officer of the Club. This person provides the coordinating link between National Governing Bodies, member clubs, the management committees and other outside agencies. 

SKILLS/QUALITIES REQUIRED:

· Enthusiastic

· Well organised with ability to delegate 

· Prepared to make a regular time commitment

· Decision making skills

· Minute / note taking

· Strong communication skills

MAIN DUTIES:

· Make arrangements including venue, date, and time for club meetings

· Prepare and distribute the agenda for club meetings in consultation with the Chairperson

· Take the minutes of meetings and distribute written minutes as soon as possible after the meeting, to all relevant parties

· Collate and arrange for the printing of the annual report 

· Call for and receive nominations for committees and other positions for the club AGM

· represent the Forum at relevant meetings/events

· communicate information between  member clubs, executive committee and other relevant bodies
· Read, reply and file correspondence promptly  

· Maintain registers of member clubs and members etc

· Maintain files of legal documents such as constitutions, grant applications etc 
TIME COMMITMENT

The estimated time commitment required as the Secretary is approx … hours per year.

The Secretary is appointed for a one year period but will be eligible for re-election but only for a further year.










Template O

Club Name

Treasurer – Task Description

TITLE: 



Treasurer

RESPONSIBLE TO: 

The Club Management Committee

SKILLS/QUALITIES REQUIRED:

· Well organised

· Prepared to make a regular time commitment

· Able to keep accurate records

· Experienced financial background

· Honest with ability to handle cash/cheques
MAIN DUTIES:

1) Responsible for the all club finances 

2) Deal efficiently and effectively with all invoices and bills 

3) Keep up to date records of all the financial transactions 

4) Ensure that funds are spent properly 

5) Issue receipts and record all money received 

6) Attend committee meetings and present budget reports 

7) Prepare the end of year accounts to present to the auditors 

8) In agreement with the committee plan the annual budget 

9) Monitor the Club’s budget throughout the year. 

TIME COMMITMENT

The estimated time commitment required as the Treasurer is approx … hours per year. 

The Treasurer is appointed for a period of one year and shall be eligible for re-election but only for a further period of one year.
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Club Name

Child and Vulnerable Adult Protection Officer
 – Task Description

TITLE: 



Child and Vulnerable Adult Protection Officer
RESPONSIBLE TO: 

The Club Management Committee

SKILLS REQUIRED:

· Approachable with friendly manner 

· Good listener 

· Well organised and motivated

· Experience of working with young people

· Prepared to pass on concerns to professional agencies when necessary 

MAIN DUTIES: 

· Ensure that the club’s child protection procedures are understood and adhered to by all members

· Ensure that all youth players under 18 years of age complete a consent form

· Maintain an accurate and confidential data base of all youth players medical history that is available to relevant coaching staff

· Establish and maintain the Discipline and Complaints procedures and the Child and Vulnerable Adult Policy

· Attend the sportscoach UK workshops ‘Good Practice & Child Protection’  and “In Safe Hands” (renewable every three years).

· Be familiar with and keep up to date with all current child protection legislation

· Full understand the Club’s/ National Governing Bodies child protection procedures, rules and regulations.

· In the event of a complaint being made ensure that the complaints procedures are met and see the procedures through to the final decision. 

· If unable to attend any executive committee meeting, a report and apologies should be sent to the secretary. 

TIME COMMITMENT:

The estimated time commitment required as the Child and Vulnerable Adult Protection Officer is ……………..  hours per week. 

The Child and Vulnerable Adult Protection Officer is appointed for a one year period.
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Club Name

Volunteer Coordinator – Task Description

TITLE: 



Volunteer Coordinator

RESPONSIBLE TO: 

The Club Management Committee

SKILLS/QUALITIES REQUIRED:

· Approachable and a good listener 

· Well organised

· Able to delegate

· Confident and effective communicator

· Enthusiastic and a good motivator

· Tactful and discrete

· Prepared to make a regular time commitment
MAIN DUTIES:

· Supervise/ oversee all club volunteers 

· Ensure that opportunities for feedback and training are provided 

· Act as the main contact for all volunteers 

· Liaise with the Chairperson to ensure that all tasks required to run the club efficiently are carried out 

· Ensure that each task has been assigned to a volunteer 

· Ensure that each volunteer understands their job and their role within the organisation 

· Get to know all club volunteers and potential volunteers by name 

· Ensure that all jobs have a job description - consult volunteers and executive committee to write job descriptions 

· Motivate volunteers through recognition and feedback 

· Coordinate the 'volunteer of the year' award 

· Coordinate the implementation of the volunteer recruitment plan 

· Annually monitor and evaluate the plan for effectiveness, and report back to the committee. 

TIME COMMITMENT

The estimated time commitment required as the Volunteer Coordinator is ……………..  Hours per week. 

The Volunteer Coordinator is appointed for a one year period.









Template R

	               Committee Members

       (Summary of Potential Roles on Club Committees)



Elected Members

	TITLE
	MAIN DUTIES
	OFFICER

	Chairperson 

(Elected)
	Chairs and organises Executive Committee meetings 

· Welcomes new members

· Oversees Club Development

· Delegates tasks to members of Club

· Co-ordinates Club advertising (ie for new members)

	[Name]

	Vice Chairman (Elected)
	· Assists Chairperson in their duties

· Assists with duties at Forum Executive Committee meetings

	[Name]

	Treasurer (Elected)
	· Sign cheques and pay bills/expenses

· Produces annual accounts

· Monitors expenditure throughout year

· Sign cheques along with Club Secretary / Deputy Treasurer

· Produces budget for forthcoming season

	[Name]

	Deputy Treasurer (Elected)
	· Assists in collection of all membership fees

· General assistance to the Treasurer

· Sign cheques along with Club Secretary / Treasurer

	[Name]

	Club Secretary (Elected)
	· Composes/distributes and collects Club registration forms to all members

· Register members with NGB and Local Association
· Maintains club membership contact list

· Distributes agenda prior to executive meetings

· Distributes minutes of executive meetings

· Distributes information from NGB and Local Association
· Composes and maintains Club information sheets 

· Sign cheques along with Club Treasurer / Deputy Treasurer

· Regularly reviews email account and responds to emails


	[Name]


                                   Non-Elected Members

	NAME
	MAIN DUTIES
	OFFICER

	Child Protection Officer
	· Ensures Club Child Protection procedures are in place, regularly updated and that volunteers are aware and supported 

· Ensures all youth players complete parental consent/information forms in association with secretary

· Identify and arrange appropriate Child Protection training

· Represent Youth teams interests on the committee

· Co-ordinate volunteers from seniors to assist with youths


	[Name]

	Volunteer
Coordinator
	· Coordinates, supports and supervises all non elected club volunteers
· Main contact for all volunteers

· Recruits and ensures each volunteer understands their role in the club

· Identifies and organises appropriate training for all club volunteers


	[Name]

	Equipment Coordinator
	· Maintains and allocates team kit
· Purchases items for team kit and equipment and anything needed for coaching purposes

· Coordinates sale of club kit, in collaboration with Treasurer

· Maintains an up-to-date list of team equipment and expenditure


	[Name]

	Communi-cations Officer
	· Maintains and updates club web site
· Coordinates and issues all media releases
· Ensures strong communication through out all clubs groups
· Produces monthly newsletter

	[Name]

	Social Convenor
	· Organises social events, including the collection of monies

· Advertises social events

· Organises fundraising events


	[Name]

	Director of Coaching
	· Organises trials and trial selectors 

· Assists with team selection and advertises team selection

· Organises team coaches for all teams at beginning of year

· Devises and oversees all coach and player development

· Maintains a coaching roster for accurate payment at end of season (if applicable)

· Ensures coaching equipment is available to all teams/coaches

· Ensures coaches are aware of relevant courses

· Apply for coach/volunteer education funding


	[Name]

	Officials Coordinator
	· Maintains a roster for regular and consistent League officiating

· Co-ordinates the Referees Mentoring Scheme

· Advertises and co-ordinates club members on local officials courses

· Ensures officials are paid accurately

· May be asked to find officials for tournaments, extra games etc.


	[Name]

	Training Coordinator
	· Informs Teams of all training dates and times 

· Books training venues


	[Name]

	Sponsorship / Awards Officer


	· Researches potential sponsorship and awards / grants available

· Prepares and processes any applications for grants / awards

· Monitors grant spend and produces final reports  

· Liaises with sponsors to ensure value for money


	[Name]

	Team Captains
	· Communicates information from Committee to team members

· Ensure team members contact details are accurate

· Co-ordinates their team for games and other requirements

· Option to attend Committee meetings


	[Name]


