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The CHAIRPERSON:
· To chair and run effective meetings so as to ensure efficient despatch of the business of the Club.

· To deal with matters in relation to other  Trustees, the membership and beneficiaries.

· To help with the management of all the activities of the Club.

· To support and supervise senior Club officials.

· To act as a spokesperson for the Club.

The VICE-CHAIRPERSON

· To have a general oversight of all matters relating to the conduct of committee business and the objectives of the Club.

· To support the Chair in his/her responsibilities.

· To stand in for the Chair when necessary.

· To chair any meetings in the absence of the Chair ensuring the proper conduct of the meeting.

· To carry out other directions at the request of the Chair or Trustee Board.

The SECRETARY
· Ensuring that timely meetings are called and that business transacted is recorded in accordance with the governing document.

· Ensuring that meeting agendas are circulated.

· Provide minutes of meetings for official club records and same distributed to all relevant persons/organisations.

· Official contact between Club and County FA and other clubs.

· Ensure Club affiliation and league membership.

· Dealing with incoming and outgoing correspondence.

· Maintain the books and records of the Club.

· Ensuring timely submission of regulatory documents.

· Sending out publicity about the Club.

· Match day duties to support teams and officials.

The TREASURER

· Manage and administer finances of the Club.

· Create annual income and expenditure sheets and balance sheets.

· Create and maintain a cash book for at least two years.

· Ensure all payments and fines are paid on time and recorded.

· Support all fundraising and sponsorship opportunities.

VOLUNTEER CO-ORDINATOR
· Recruiting new volunteers.

· Ensuring volunteers are inducted to the Club.
· Provide volunteers with brief of their role.

· Ensure there is a training programme for volunteers.

· Ensure volunteers are recognised and rewarded.

SCHOOL LIASION OFFICER

· To establish links with local schools.

· Meeting the school at least twice a year.

· Ensuring schools receive information of club activities.

· Develop opportunities for young leaders and players.

COACH CO-ORDINATOR

· Recruit new coaches.

· Provide coaches with training/support programme.

· Co-ordinate the coaching programme throughout the Club.

· Establish and/or support a coach mentoring programme.

· Ensure the coaches are recognised and rewarded.

REFEREE CO-ORDINATOR

· Recruitment and support for new referees.

· Liaison with referees on match days.

· Ensure referees are recognised and supported.

· Establish and/or support referee mentoring programme.












PAGE  
19

