President’s Job Description
Primary Responsibilities:

The President is responsible for the overall management of the club and all of its operations.  This involves running club meetings and ensuring effective management of the Board and its sub-committees.

Key Roles:

· To be well informed of all club activities including, financial position, programs run by the club, who is in charge of the programs and the number of teams/players.

· Be aware of the future direction and plans of club members.

· Ensure the Board adheres to the proposed action plans and goals of the membership.

· Have a good understanding of the club constitution, club rules, policies and the duties of all office holders and the various sub-committees.

· Manage Executive Committee and or sub-committee meetings.  The President should ensure that all club matters are discussed and the best decisions are made, without the meeting lasting longer than necessary.

· Manage the clubs Annual General Meeting (AGM) by following the agenda, completing all business, making awards or presentations, and if applicable, introducing and welcoming a guest speaker.

· Act as chairperson of all General and board meetings.

· Represent the club at local, regional and national levels.  Serve as the clubs representative in the community and attend functions at which the club is to be represented.

· Be a supportive leader to all club members.  The President should listen to other people’s suggestions (not just committee members) and bring them to the Executive Committees attention if required.

· Act as a facilitator for club activities such as fundraising or social events.

· Ensure that planning and budgeting for the future is carried out in accordance with the wishes of the club members.

· See that information requested by the Association or state body and all correspondence from the Association or state body is communicated and promptly acted upon.

Practical Tips:

· Be unbiased and impartial on all issues – if a situation arises where there is a possible conflict of interest the President, as chair should temporarily step down.

· Avoid repetition, arguments, interruptions and deviation from the matter under discussion.

· Be well informed about the purpose of a meeting and the items to be covered.

· Be well versed in the rules or procedure for the particular type of meeting being held.

· Allow for and encourage relevant discussion and debate.

· Make decisions based on informed discussion and majority agreement.

Personal Attributes:

· Be a good listener who will be able to summarise the main points of a discussion.

· Ability to delegate tasks or action points.
· Be able to work effectively as part of a team.

· Be a motivator, who encourages and recognizes the work of the various committees and all club volunteers.

· Good leadership qualities.

Vice-President Job Description

Primary Responsibilities:

In many instances, the Vice-President will become the Club President.  Thus it is the requirement of the Vice-President to be acquainted with all club duties of the President in order to prepare for a term in office.

Vice-Presidents also have their own portfolios.  Some examples of these can include:

· Overseeing of other board members

· Coordination of special projects

· Event management

· Recruitment and welcoming of new members
Key Roles:

· To be well informed of all club activities including, financial position, programs run by the club, who is in charge of the programs and the number of teams/players.

· In the absence of the President, chairing meetings and representing the club whenever such occasion arises.

· Liaising between the President and certain committee members.

· Fulfilling the requirements of the portfolio assigned.

· Assisting and advising other Board members on their portfolio.

· Leadership role.

Practical Tips:

· Be concise and direct.

· Supportive of the President.

· Be organised.

Personal Attributes:

· Good listener.

· Good communication skills.

· Effective decision making skills.

· Developed leadership skills.

Secretary Job Description

Primary Responsibilities:

The club Secretary is responsible for the overall administration of the club.  The Secretary is the link between the Board and club members.  One of the most important positions in any hockey club and embraces far more than keeping minutes of a meeting.
Key Roles:

· Attend and record minutes of all General and Board meetings.

· Prepare meeting agendas (in consultation with the President).

· Often the Secretary is the club’s first point of contact for information or details regarding its activities and operations.

· Communicate information to the members

· Receive, distribute and keep a record of all correspondence.  Direct it to the Board members concerned and Reply promptly where necessary.

· Maintain club administration files, e.g. correspondence, financial records, minutes, competition details and results, etc.

· Maintain membership records, ie. Names, contact and personal details.

· Organise meeting details, notify and distribute documentation to relevant personnel.

· Distribute minutes promptly and follow up on ‘action’ items from previous minutes.

· Coordinate and compile the Annual Report.

· Immediately after the election of the board members, notify both regional and state executive directors of the names, address and phone details of the newly elected Board.

Equipment:

· Notebook and pen for recording initial meeting notes.

· Diary for the schedule of events, meetings, activities, fundraising, etc.

· Minute book or file where printed copies of previous minutes can be stored.

· Files for records.

· Phone and fax contact numbers

· Access to a computer preferably with access to an email address (this is a very cheap method of communicating with members, other clubs, associations, etc).

· Other stationery, eg. Club letterhead, business cards, etc.

Practical Tips:

· Use checklists.
· Develop a club procedures manual.

· Maintain confidentiality on relevant matters.

· Write up minutes as soon as possible after meetings.

Personal Attributes:

· Think clearly and positively.
· Communicate effectively.

· Be well organized.

· Ability to delegate tasks.

Treasurer Job Description

Primary Responsibilities:

The club Treasurer is responsible for the overall financial management of the club.  And manage all income and expenditure pertaining to the club.
Key Roles:

· Maintain a working level of petty cash.

· Ensure monies received are banked promptly and recorded correctly.

· Pay bills.

· Invoice groups/members for rentals, eg. Buildings, equipment, uniforms, etc.

· Prepare budgets for the forthcoming year detailing all sources of income and expenditure.  Work with the Club President to set the annual budget.

· Maintain accurate records of current income and expenditure.

· Prepare annual financial accounts for auditing and provide the auditor with information as required.

· Make arrangements for signing officers for the club accounts usually the Treasurer, the President and one other appointed person.

· Ensure annual returns are filed with the relevant Government department of the state, if required.

· Manage club investment programs.  Set up accounts for general and trust funds.

· Submit all approved accounts to the Board for final approval.

· File tax returns and income tax payments for employees, as required.

· Prepare and present regular financial statements to the Executive Committee.

· Regularly file business activity statements (including GST) where applicable.

· Acquit funds received from government grants where applicable.

· Source and investigate financial grant or funding opportunities.

· Collect membership fees, and notify those with outstanding invoices.

· Keep a tight control on all expenditure ensuring that no budgets are overrun.

· Arrange through the Board to appoint auditors for financial statements at years end.

· Payment of fees/levies to the Association or State Body running the competition.

Equipment:

· Ledger for inward and outward money.

· Calculator.

· Receipt book for monies received.

· Index filing system for invoices and statements paid.

· Club deposit books and cheque books.

· Petty cash tin.

· Copies of previous financial records (from predecessors).

· Access to a computer with basic spreadsheet capabilities.

Practical Tips:

· Allocate regular time periods to maintain the books.

· Carefully handle money and cheques.

· Work in a logical orderly manner.

· Be aware of information needing to be kept for the annual audit.

Personal Attributes:

· Good record keeper.
· Be well organised.

· Honesty and integrity.

Additional Tips:

It is recommended that all expenses be paid by cheque – thereby providing a record of expenditure.

There are many accounts packages available which can simplify the club’s accounts and assist with preparing up-to-date monthly and annual budgets.
Registrar Job Description

Primary Responsibilities:

The Registrar’s role is to manage the recording (including online formats) of member registrations and weekly match details and results.
Key Roles:

· To manage the recording of all member registration forms.

· To record weekly match results.

· To record Best & Fairest votes and updating of premiership tables.

· To notify clubs and treasurer of any fines incurred, e.g. playing of unregistered members.

· To notify clubs of qualified players for final series.

· To notify clubs of members incurring suspensions.

Equipment:

· Access to internet for online registrations and match result recording.

Practical Tips:

· Attend training sessions on use of the current website in use. Database and Online Competitions.

Personal Attributes:

· Confidentiality

I.T./Web Coordinator Job Description

Primary Responsibilities:

To maintain and manage the website of the Association
Key Roles:

· To maintain the website and update information on a regular basis.

· Upload General Meeting minutes to keep members informed.

· Make sure sponsors are up to date on the website as per sponsorship agreements.

Equipment:

· Access to internet.

Practical Tips:

· Attend training sessions on use of the current Website in use.

*** The Registrar and I.T./Web Coordinator can be done by the one person to make things easier. ***
Umpires Coordinator Job Description

Primary Responsibility:

To manage umpires in the club by providing training, support and encouragement.
Key Roles:

· Report regularly to club and/or Regional/State association meetings.

· Receive any correspondence relating to umpiring matters, circulate to umpires in your club and act upon it if necessary.

· Ensure that all umpires, players and coaches are aware and understand rule changes or updates in interpretations.

· Appoint a junior umpires’ coordinator to develop the theory and practical skills of junior umpires if necessary.

· Arrange for coaching of umpires including on-field assistance and directions regarding current interpretations of new and existing rules.

· Arrange for theory and practical testing of umpires where appropriate and maintain a register of accreditation levels/badges awarded.

· Identify talented umpires for further progression, i.e. regional/state level.

· Select and nominate umpires for Regional/State Championships.

· Arrange for an umpires’ coach to attend Regional/State Championships, wherever possible.

· Seek guidance and support through the Regional/state Associations and Hockey Australia.

Practical Tips:

· Undertake your role with enthusiasm and generate enthusiasm in others.

· Work together as a team with your committee to plan ahead.

· Enjoy the role; talk with your committee and umpires and work together to enhance the standard of umpiring.

· If you need additional support or assistance contact your Regional/State Development Officer for further resources, information and access to expertise.

· Take pride in your umpires and your contribution in improving the standard of umpiring in your club and encourage umpires to take pride in how they present themselves when umpiring.

· Encourage your club to actively support umpires.

· Always be prepared to learn from others.

Ground Manager Job Description

Ground Manager can also be known as Bookings, Facilities, Centre or Venue Manager or Coordinator.
Primary Responsibilities:

To manage and respond to ground bookings in a prompt, efficient and accurate manner.

To investigate other sources of income for grounds.
Key Roles:

· Ensure that you are always easily contactable and/or have a message service to enable prompt reply to customer enquiries.

· A booking system with the following characteristics can be put in place to avoid double bookings and to maintain accuracy:

· Only one person to take bookings.

· Bookings are recorded in one place only, e.g. book or database

· Bookings are not confirmed until they have been inputted.

· Ground Managers contact details should be advertised in appropriate places, e.g. ficture books, websites, ground signage, local schools, etc.

· Monthly invoices should be sent to customers.

· Arrangements need to be made to open and close the ground for each booking and where required to turn on/off the lights.

· Establish a system for recovering payments from defaulters.

· Advise the canteen operator of the bookings to ensure the opportunity to increase revenue is explored.

· Make regular inspections to check items that may require maintenance, e.g. mowing and weeding surrounds, goals, ground markings, ground surface cleaned and in good repair, etc.

· Ensure there is a facility for cleaning footwear at each entrance to any artificial playing surfaces.

· Fencing behind each goal should be maintained as much as possible to prevent balls being hit out of the ground and therefore avoid possible damage claims.

· Regularly clean and stock the clubhouse and surrounds.

· Seek ground signage and other forms of revenue for the facility.

· Where income is insufficient to maintain the ground a promotional program should be devised to:

· Advertise the facility for hire to schools and other hockey clubs

· Advertise the facility for hire to other sports, e.g. tennis, cricket, football, netball, soccer, etc.

Practical Tips:

· Document conversations and keep accurate and organised booking records.

· When investigating new ways to promote the use of the grounds and facilities in order to increase revenue, think both within and externally to hockey.

· Be friendly and positive and encourage all potential users to make use of the facilities.

· Think of ways of adding value to this service, e.g. consider offering clubs a percentage discount of the canteen takings if they hold their social competition at your facilities.

· Establish and maintain a welcoming environment by ensuring that the facilities are well maintained and presented.

· In case of any double bookings handle the situation in a concerned and positive manner and be helpful in establishing a new timeslot.

· Create an atmosphere of fun and excitement by opening the canteen (and bar) facilities whenever possible and by scheduling teams from the same state/club close together.  This will encourage individuals to stay and support other players.

· Be fair and equitable when allocating time slots to teams, but bear in mind that showcasing your top grade hockey is a good idea for promoting the sport.

· Be creative when seeking ground signage and make use of the local personnel and business.

· When looking to increase revenue, seek the support of others including the Promotions Coordinator.

Canteen Coordinator Job Description
The NDHA Canteen Coordinator mainly consist of ordering all the foods that is needed for Saturday games in Naracoorte and do preps of sandwiches etc as well as picking up orders from Morris Bakery and the distributors if needed. Hours can vary depending on how many games are in Naracoorte for the Saturday. You can either pick up some of the orders on Friday afternoon or do it all Saturday. Saturdays hours usually can start from about 9am (pick up orders at 8.30 am) and go to between 5pm-5.30pm. This is a paid position which is decided at the start of each season.

WHAT WORKS WELL:

Pies/Pasties etc

Soup

Donuts

Mix bag of lollies (but a few individual lollies is still ok)

Ice Teas

Large soft drink bottles

Flavour milk (small)

Ice Coffees (large) but only get when on special

Sport drinks

Zooper Doopers (if you know it’s going to be a warmish day)

Popcporn

WHAT DOESNT WORK:

Too many individual lollies

Small Soft drink bottles

Hooked In2 Hockey Coordinator Job Description
The NDHA Hooked In2 Hockey Coordinator is to promote junior hockey (mainly for beginners – 5+).

· Go and do coaching clinics at schools.

· Advertise this by school newsletters, local paper and social media.

· Hand out flyers or put in newsletters.

· Organise a come and try day before the season starts.

· Advertise this by school newsletters, local paper and social media.

· Hand out flyers after the session.

· Run Saturday morning Hook In2 Hockey Clinics.
· Advertise this by school newsletters, local paper and social media.

To wash ALL shirts at the end of the season those were used throughout the year!

Junior Development Coordinator Job Description

Primary Responsibilities:

To increase junior player members and improve club/school liaison and recruitment.
Key Roles:

· Liaise and work in conjunction with Regional/State Development Officers where applicable.
· Compile data of contacts at schools, Regional/State Departments of Sport and Recreation and the state Education Department.

· Seek feedback from club personnel on coaching availability in school hours and compile a data list of helpers and hours per day that they are available to assist.

· Approach the Executive Committee for incentives to assist schools run development programs to encourage children to join a local club e.g. reduce fees for teachers or children joining clubs from targeted schools.

· Seek local community support through Council, Members of Parliament, Businesses, Police Clubs or Service Clubs to advertise your club and development programs.

· Keep parents and schools informed and involved where ever possible.

· Ensure contact details are up to date and correct for all handouts.

· Promote junior hockey where possible through flyers, newsletters, media etc.

· Ensure that all schools are aware of visiting coaches or teams e.g. The State or Australian team playing matches in the local area.
· Ensure that schools have access to hockey programs and to local club contact details.

· Coordinate senior club players to get involved with development coaching sessions.

· Seek coaching help to upgrade teachers at school in their hockey skills and levels, e.g. Level 0 or Level 1.

· Seek assistance from the Coaching Coordinator to access coaches for juniors and school children.

Practical Tips:

· List names of people to contact, e.g. Regional Development Coach, School Sport Director, Local Councillor and local Department of Sport and Recreation.
· List schools in the region to be targeted, e.g. State, private and prioritise by any hockey playing teachers or contacts at those schools.

· Establish a Development Plan:

· Identify geographical area

· Design letters of introduction

· Set time, dates and targets

· Arrange volunteer meetings to assist with development sessions

· Invite Regional Development Officers, teachers and umpires to be involved.

· Contact the media to promote development sessions

· Keep accurate records of numbers in attendance at development clinics, names and numbers recruited and potential players.

· Clearly establish club monetary guidelines and budget including costs for advertising, equipment, coaching fees and dress codes for coaches.

· Arrange facilities such as school grounds, club and/or association grounds including availability, bookings and fees.

· Delegate authority by setting up simple guidelines, establishing team leaders, keeping coaches and development officers, etc informed including club teams and executives.

· Set clear objectives that are in accordance with the club Strategic/Business Plan and that are realistic achievable and measurable.

School Liaison Coordinator Job Description

Primary Responsibilities:

· To encourage and support junior hockey participation.

· To promote and involve school sporting coordinators in establishing a modified hockey program.

· To provide sufficient support materials/ resources/ information on modified hockey programs for principals, sports coordinators, teachers and coaches.

· To establish links with local schools to promote a junior modified hockey program.
Key Roles:

· Visit the principals or sports coordinators of each school in person (if possible) in order to promote your club and hockey programs.

· Encourage the use of parents, current or past hockey players and other family members who play hockey to assist in the delivery of a modified program.

· Take sample packs of junior sticks and balls, a copy of the rules, diagram of the field set-up and field positions and other coaching resources.

· Maintain sufficient umpires for the duration of the  modified hockey program.

· Payment of umpires

· Provide annual updates on current rules and proposed playing dates for individual schools.

Practical Tips:

· Be enthusiastic in promoting, establishing, recruiting and supporting junior hockey participation.
· School teams in a coaching program may need to be moved into different divisions according to their level/progression of development.

· Share the workload and encourage parents and other family members to be in charge of junior teams.

· If necessary, offer to go to a school and introduce any interested players to a practice hockey session.

· Consider asking players to pay a small fee to players of local clubs to visit a school and give coaching sessions and assist delivering a modified hockey program.

· Assist and support the initial setting up of the hockey program in schools.

· When necessary assist with marking and setting up the playing fields/areas.

· Sufficient umpires need to be supplied, and older juniors who already play club hockey are generally a good option.

· Contact your Regional and/or State Association for ideas and resources in promoting hockey in schools.

Fundraising/Sponsorship Committee Job Description

Primary Responsibilities:

To raise funds through various methods to meet the goals set by the Association and its members.
Key Roles:

· Have a representative at General meetings to report on progress.

· To seek sponsorship

· To hold fundraising activities to raise funds for specified purposes, usually prioritized by the Facilities Committee or at a General meeting to meet the goals of the Association

· To advertise fundraising activities as widely as possible to encourage ‘outside’ money.

Work in with the Promotions Coordinator to help with various forms of advertising.

Promotions Coordinator Job Description

Promotions Coordinator can also be known as the Marketing, Sponsorship, Fundraising or Social Coordinator.
Primary Responsibilities:

· Plan, promote and manage events.
· Coordinate marketing, sponsorship, fundraising and social events.

· Promote and report on the clubs activities via newsletter, email and website.

· Advertise and sell club merchandise, e.g. apparel and promotional items.

· Liaise with the media.
Key Roles:

· Establish a Promotions Committee to implement the various promotional areas.
· Select people who possess skills in these areas

· Establish and implement a Promotional/Marketing and Media Plan in line with the club’s Business/Strategic Plan.

· Develop good rapport with local and regional media and submit regular press releases, e.g. weekly reports, competition results and forthcoming events.

· Develop basic sponsorship proposals and seek funding for various programs, events, competitions, tournaments, teams and the venue.

· Develop various social/fundraising activities to increase club revenue.

· Publicise and promote events, programs, competitions/tournaments and teams to local businesses, media, clubs and local community.

· Develop and distribute a periodical club newsletter to all members and key stakeholders, i.e. members, sponsors, media outlets, etc.
· Establish a generic club logo, club colours and a merchandising range to identify all club members and teams.

Practical Tips:

· Select people onto the Promotions Committee that are enthusiastic and can identify the benefits of promoting the club and hockey in general.
· Once you have selected your committee members have clear responsibilities for each member.

· Share the workload by encouraging others to assist with various promotions.

· When establishing a Promotional/Marketing Plan ensure it is simple, realistic and useable, and in line with Strategic/Business Plan of the club.

· In developing a good rapport with the media it is important to provide them with regular and concise information.  Personal visits on occasions are also beneficial.

· Identify what it is your club wants to achieve and what benefits a sponsor will gain from their involvement with your organization/teams.  When developing your proposal make use of photographs and figures about hockey in general and in your area.

· Brainstorm fundraising activity ideas to increase appeal and interest.

· Provide current calendar information about forthcoming events to the media and members on a regular basis.

· Develop a regular newsletter and provide opportunity for members to contribute.

· Provide information and interest articles to state associations for the State newsletter and Hockey Australia’s website.

· Establish a generic club logo, colours and merchandising that is instantly recognisable.

· Sign up as a member of the Australian Sports Commission’s Club Development Network, membership benefits include:

· A simple checklist that helps identify how the club is performing in various aspects of its management and operation, and helps to develop an action plan.

· Regular updates via the club development electronic newsletter, e-news.  The newsletter covers a range of topics dealing with all aspects of running an effective club.

· Access to the web-based Resource Library, which has a wealth of club-friendly resources to help the club address its needs.

· Resources range from templates for a strategic plan through to fact sheets on how to run a safe sausage sizzle.  www.ausport.gov/clubs/

Facilities Committee Job Description

Primary Responsibilities:

To collate and prioritise the facility needs of the Association in consultation with the Executive and members at General meetings, to attain the goals agreed upon from the Steering Committee.
Key Roles:

· To have a representative at General meetings for consultative and reporting purposes.

· Collate all facility need of the Association by consulting members and receiving feedback from General meetings.

· Prioritising the facility needs of the Association with reference to the direction plans as compiled by the Association – specifically the Steering Committee.

· Organising the quotes, purchases and implementation of facilities as agreed upon at General meetings.

Steering Committee Job Description

Primary Responsibilities:

To generate a strategic plan to positively direct the future of the Association and the growth of member numbers.
Key Roles:

· To determine long term goals (minimum 5 years) that will benefit and better the Association and thereby set short term goals that will lead the Association towards being successful in achieving the long term goals.

· To meet prior to the new season to plan the needs and direction of the Association in the short term (12 months) to attain the Association’s long term goals.
· To meet at the end of the season to revisit the strategic plan and modify short term goals appropriately so the Association can achieve its long term goals.
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