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Role Description  -  Chairperson  
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OUTDOOR PARTNERSHIP






RESPONSIBLE TO:  Committee
MAIN DUTIES TO INCLUDE:

1. Act as Ambassador for the club or organization.
2. Call meetings when appropriate.
3. Identify other key committee roles.
4. Ensure that the committee members are aware of their roles and responsibilities.
5. Chair Committee Meetings.
6. May be called to act as mediator.
SKILLS REQUIRED:

· Confident and Effective Communicator.
· Great organisation skills, able to delegate duties.
· Be impartial.
· Enthusiastic and a good motivator.
· An appropriate spokesperson for your club or organisation. 

TIME COMMITMENT:………………………………………………

SIGNED:………………………………………………………………

DATE:………………………………………………………………….


RESPONSIBLE TO:  Chairperson
MAIN DUTIES TO INCLUDE:

1. Act as the first point of call for those looking to join or seeking information about the club.
2. Deal with all club membership.
3. Ensure Club affiliation to National Governing Body.
4. Deal with all outgoing and incoming correspondence.
5. Keep club records accurate and up to date.
6. Liaise with Chair to arrange meetings.

7. Prepare agendas and take minutes from committee meetings.

SKILLS REQUIRED:

· Good management skills.
· Confident and Effective Communicator.
· Great administrative skills.

· Well organised and conscientious.

· Be able to delegate and ensure that tasks you have delegated have been actioned.

· An appropriate spokesperson for your club or organisation.

· Be aware of key agencies and partners that can support your club and work in partnership with them.
TIME COMMITMENT:………………………………………………

SIGNED:………………………………………………………………

DATE:………………………………………………………………….

RESPONSIBLE TO:  Management Committee
MAIN DUTIES TO INCLUDE:

1. Maintain accurate and up-to-date financial records for the club.
2. Establish and maintain club bank/building society account and banking arrangements.
3. Produce and monitor annual budget.
4. Report financial position to the committee.
5. Collect and deposit all fees, subscriptions and funds.
6. Prepare and issue receipts for monies received.

7. Ensure that funds are spent appropriately.

8. Explore funding opportunities for the club (SCW grants, sponsorship).

9. Pay any bills occurred.

10.Prepare end of year financial report for AGM.
SKILLS REQUIRED:

· Good accountancy knowledge.
· Great organisation skills.
· Administrative skills.
· Good communicator.
TIME COMMITMENT:………………………………………………

SIGNED:………………………………………………………………

DATE:………………………………………………………………….


RESPONSIBLE TO:  Management Committee
MAIN DUTIES TO INCLUDE:

1.
Identifying the aims and requirements of the club. 

2.
Monitoring progress.

3.
To seek out and identify appropriate courses.

4.
Select courses for the appropriate candidates.

5.   
To liaise with the Volunteer Co-ordinator to seek and identify appropriate volunteers and new recruits.

6.
To develop, along with the committee, the clubs Action Plan.

7.
To implement current action plan.

8.
To develop along with the Head Teacher and Club Coach the teaching and coaching activities of the club.

9.
To follow and promote the club’s Child Protection policy

SKILLS REQUIRED:

· Well Organised.
· Confident and Effective Communicator.
· Enthusiastic and a good motivator.
TIME COMMITMENT:………………………………………………

SIGNED:………………………………………………………………

DATE:………………………………………………………………….



RESPONSIBLE TO:  Secretary
MAIN DUTIES TO INCLUDE:

1. Arrange all club fixtures. 
2. Produce fixtures card/list for all members to diarise.
3. Liaise with other clubs/organisations to arrange fixtures.
4. Ensure that members are aware of the fixtures.
5. Attend committee meetings.
SKILLS REQUIRED:

· Confident and Effective Communicator.
· Good administrative skills.
· Well organised.

TIME COMMITMENT:………………………………………………

SIGNED:………………………………………………………………

DATE:………………………………………………………………….



RESPONSIBLE TO:  Secretary
MAIN DUTIES TO INCLUDE:

1. Organise social events for the club. 
2. Work closely with the Fund Raiser to identify potential opportunities for arranging fund raising social events.
3. Help encourage new members into the club.
4. Motivate the club members to attend social events.
5. May be called on to act as mediator.

SKILLS REQUIRED:

· Creative and enjoys socialising.
· Confident and Effective Communicator.
· Enthusiastic and a good motivator.
TIME COMMITMENT:………………………………………………

SIGNED:………………………………………………………………

DATE:………………………………………………………………….

RESPONSIBLE TO:  Committee
MAIN DUTIES TO INCLUDE:

1. Establish leads within local media.
2. Investigate potential promotional opportunities for the club.
3. Produce regular press releases for the club notice board and local media.
4. Inform local press/media of club success and achievements.
5. Collate journal of all clubs media features – press cuttings, etc.
6. Advertise and publicise club at all appropriate opportunities.

7. Produce and/or update club website.

8. Produce and distribute a regular newsletter.

9. Ensure notice board is kept up to date with regular news.
SKILLS REQUIRED:

· Approachable and good listener.
· Confident and effective communicator.
· Great organisation skills able to delegate duties.
· Enthusiastic and a good motivator.
TIME COMMITMENT:……………………………………………….
SIGNED:………………………………………………………………

DATE:………………………………………………………………….

RESPONSIBLE TO:  Committee
MAIN DUTIES TO INCLUDE:

1. Officiate as appropriate for clubs/organisations.
2. Promote and uphold a high level of officiating.
3. Promote good sportsmanship wherever possible.
4. Support community sport by officiating whenever possible.
SKILLS REQUIRED:

· Hold relevant qualification.
· Experience of officiating.
· Enthusiastic and motivated.
· An appropriate spokesperson for your club.
TIME COMMITMENT:………………………………………………

SIGNED:………………………………………………………………

DATE:………………………………………………………………….

RESPONSIBLE TO:  Treasurer
MAIN DUTIES TO INCLUDE:

1. Identify and seek potential funding opportunities.
2. Engage club and organisation members in fund raising.
3. Identify and approach potential sponsors.
4. Organise fund raising events.
5. Identify where funding is required.
SKILLS REQUIRED:

· Confident and effective communicator.
· Creative and innovative.
· Enthusiastic and a good motivator.
· An appropriate spokesperson for your club/organisation.
TIME COMMITMENT:………………………………………………

SIGNED:………………………………………………………………

DATE:………………………………………………………………….

RESPONSIBLE TO:  Chairperson
MAIN DUTIES TO INCLUDE:

1. To maintain, administer and manage the completion of the CRB check forms.

2. To be aware of the child protection policies and procedures of the National Governing Body (NGB) and to receive all updating information of a CP nature from the NGB and ensure any recommendations made are integrated into club policy.

3. To ensure that the Child Protection Policy and Procedure is followed by the club and that Child Protection is a standing item on the committee agenda.

4. Ensure that all possible Child Protection concerns of an urgent nature are referred to the appropriate agency immediately. 
5. To raise awareness of good child protection practice with the club officials, coaches and teachers, members and parents of members.

6. To attend at least one Child Protection workshop each year.

SKILLS REQUIRED:

· Approachable

· Good listener.
TIME COMMITMENT:………………………………………………

SIGNED:………………………………………………………………

DATE:………………………………………………………………….

RESPONSIBLE TO:  Committee

MAIN DUTIES TO INCLUDE:

7. Act as the main contact for all volunteers.
8. Get to know all club volunteers and potential volunteers by name.
9. Ensure that all jobs have a job description.
10. Supervise and oversee all volunteers.
11. Liaise with the Chairperson to ensure that all tasks required to run the club efficiently are carried out.
12. Co-ordinate the implementation of the volunteer recruitment, training and support plans.

13. Ensure that all volunteers working with young people (under 18) have carried out a Criminal Records Bureau check.

14. Recognise and nominate your volunteers for the numerous volunteer awards.

15. Ensure all volunteer paperwork is completed satisfactory (Activity Leader Registration Form).

16. Organise social and recruitment events for volunteers.
SKILLS REQUIRED:

· Approachable and good listener.
· Confident and effective communicator.
· Great organisation skills able to delegate duties.
· Enthusiastic and a good motivator.
TIME COMMITMENT:………………………………………………

SIGNED:………………………………………………………………

DATE:………………………………………………………………….
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Role Description – Fixtures Secretary
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Role Description – Official (Umpire/Referee)
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Role Description – Fundraiser
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