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COMMITTEE STRUCTURE
And Role Descriptions
The Club Committee
The Committee has responsibility to manage the Club on behalf of the members. The Committee should :

· Conduct long-term planning of activities so that the aims and objectives of the organization are fulfilled;
· Develop policy and procedures;
· Manage external relations and advocacy issues;
· Obtain resources and ensure that all financial and legal matters are properly managed;
· Carry out the recommendations of members;
· Regularly communicate with, and provide information to members about the running the Club;
· Evaluate the performance of officials, employees, subcommittees and itself;
· Provide detailed written records and job descriptions to a newly elected committee to facilitate transition into their roles; and 
· Ensure that all member of the committee act as leadership role models.

The Committee should :

Plan – examine the alternatives for action and decide on appropriate directions according to the purpose, philosophy, culture and budget of the organization. Determine relevant policies to guide the implementation of organizational plans.
Organise – ensure that plans are implemented, achievable objectives are agreed to, suitable strategies are designed to ensure satisfactory progress, and operational stages are implemented and evaluated. Ensure that resources (people, equipment, money etc) needed for these to be achieved are provided.
Lead – Be enthusiastic and work from an informed and well-researched knowledge base which includes a subcommittee or working group structure, clear and concise reports and wide representation of stakeholder opinions. Regularly communicate both the vision and the detail to members and other relevant stakeholders.
Control – Be responsible for defining expectations and requirements, and taking appropriate action to ensure that the outcomes are achieved.

The Committee should operate as a team, draw on the skills and talents of each member, and work toward common goals that will ensure the Club’s success. It is important to clarify the types of skills that may be requires in a Committee in order to identify potential Committee members and also recognize gaps in skills and competencies that may require further development and training.

All Committee Members should have :

· A commitment to the overall aims of the Club;
· Sufficient time to devote to the committee;
· An understanding of the roles of the committee;
· Enthusiasm and an interest in people and sport;
· Leadership skills and willingness to accept responsibility;
· Tact, judgment, discretion and listening skills;
· Vision;
· Dedication; and
· Good communication skills.

As stated in our Club constitution, the Officers of the Club will be :
· Chair

· Vice Chair

· Club Secretary

· Treasurer

· Welfare Officer

· Any other position the exisiting Committee considers relevant.

Role Descriptions
Chairperson
The Chairperson is the principle leader and has overall responsibility for the Club’s administration. From a strategic perspective, the Chairperson should set the overall annual committee “agenda” (consistent with the views of the members), help the Committee prioritise its goals and then try to keep the Committee on track by working within that overall framework. The Committee Members should have a sense of what they are trying to achieve throughout the year rather than just “muddling through” from one committee meeting to the next. At the operational level, the major function of the Chairperson is to facilitate effective management of committee meetings.

The Chairperson should :
· Be well informed of all Club activities

· Be aware of the future directions and plans of members

· Have a good working knowledge of the constitution, rules and the duties of all office holders and sub-committees.

· Manage committee meetings

· Manage the AGM

· Represent the Club at local, regional and national levels

· Be a supportive leader for all Club members

· Act as a facilitator for Club activities

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

Vice-Chairperson

The Vice-Chairperson assists the chairperson with their duties including planning meetings and dealing with correspondence. The Vice-chairperson may also be asked to step in for any other Committee Member should they resign or be unable to continue with their duties until the next AGM (or other opportunity to elect a replacement member) and may take on other projects that the Committee decides to pursue.
The Vice-Chairperson should :
· Be well informed of all Club activities

· Be aware of the future directions and plans of members

· Have a good working knowledge of the constitution, rules and the duties of all office holders and sub-committees.

· Assist in the management of committee meetings

· Assist in the management of the AGM

· Represent the Club at local, regional and national levels

· Be a supportive leader for all Club members

· Act as a facilitator for Club activities

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

· Step in for other Committee members who are no longer able to fulfill their duties.
Secretary

The Secretary is the chief administration officer of the organization. This person provides the coordinating link between members, the management Committee and outside agencies.

Ideally, an effective Secretary is someone who can :

· Communicate effectively;
· Think clearly and positively;
· Maintain confidentiality on relevant matters;
· Manage and supervise others (in relation to secretarial duties); and
· Organize and delegate tasks.
Treasurer

The Treasurer is the chief financial management officer for the Club. The Treasurer’s tasks include preparing the annual budget, planning for the Club’s financial future, regularly monitoring revenue and expenditure and helping other committee functional areas with financial matters. The job will involve keeping track of the details of all financial transactions of the Club and providing advice to the Management Committee about major financial decisions such as investing or borrowing funds. Members assisting in the area of financial management should have the necessary skills to complete the tasks. If not, the Club must ensure that they are provided with training relevant to their area of responsibility. The volume and nature of the work will depend on the size of the Club, the activities in which the Club is involved and whether the Club owns any facilities or equipment or employs staff etc. The Treasurer will familiarize themselves with the Financial Management section of the DSW Club Information Pack.
Job Description :
· Ensure that adequate accounts and records exist regarding the Club’s financial transactions.

· Coordinate the preparation of budgets for the forthcoming year describing potential sources of income and expenditure.

· Issue receipts and promptly deposit all monies received in the Club’s bank account.
· Collect and bank the membership/subscription monies.

· Be responsible for the Club’s petty cash.
· Make all approved payments promptly.
· Keep accurate and up to date records of all income and expenditure.
· Act as signatory on the Club’s bank accounts, cheque books etc (with at least one other Committee member).
· Manage the Club’s cash flow.
· Prepare and present regular bank account/financial statements etc to the Club Committee.
· Be accountable to the Club Committee.
· Be fully informed of the financial position of the Club at all times.
· Prepare financial accounts for annual or more frequent auditing, and provide the auditor with information as required.
· Prepare all necessary financial statements and reports for inclusion in the annual report and present the same as necessary at the Club AGM.
· Will look for the most effective ways to use available funds (financial planning and management).

· Manage grants and submit the necessary financial statements.
An effective Treasurer needs to :
· Have good organizational skills;
· Be honest and have integrity;

· Be enthusiastic for the role;

· Have a good eye for detail;

· Be good at making decisions;

· Be able to work in a logical and orderly manner;
· Be able to allocate regular time periods to maintain the books;
· Be able to keep good records;
· Have an awareness of procedures for handling cash, cheques and other financial transactions;
· Aware of information needing to be kept for the annual audit; and
· Have a willingness to learn new skills.

Welfare Officer
The Welfare officer’s primary task is to deal with all issues of Child and Vulnerable Adult protection that arise within the Club. The Welfare Officer will need to ensure the Club’s Child Protection and Vulnerable Adult Policy and Procedures are kept up to date and complied with. The Welfare Officer will also act as the Club’s point of contact in relation to issues regarding the welfare of young people and vulnerable adults within the Club. The Welfare Officer’s role is further set out in the Club’s Child Protection and Vulnerable Adult Policy and Procedures document.

An effective Welfare officer is someone who can :

· Be approachable with a friendly manner;
· Communicate effectively and be a good listener;
· Think clearly and positively;
· Stay calm in stressful and potentially difficult situations;
· Maintain confidentiality on relevant matters;
· Be well organized;

· Be motivated;
· Make contacts with the relevant external bodies; and
· Be prepared to pass on concerns to professional agencies when necessary.

The Club considers the role of its Welfare Officer to be of primary importance. 

A separate Welfare Officer Role Description document is available and must be signed by each Welfare Officer that works with the Club.
The Committee may also include the following officers :

Player Representative

The Player Representative will represent the interests of the Club players at all times and will be the first point of contact for any players within the Club who are having any issues. The Player Representative will bring any player issues that need Committee input to the attention of the Committee at the earliest opportunity.

An effective Player Representative is someone who :

· Is approachable and friendly with all the Club players;
· Can communicate effectively;
· Can think clearly and positively; and
· Will maintain confidentiality on relevant matters.
Fundraising Officer

The fund-raising officer’s main task is to make themselves aware and actively seek out any opportunities for fundraising for the Club. Where such opportunities are available the Fundraising officer will co-ordinate any actions required by Club members. 

Ideally, an effective fund-raising officer is someone who can :

· Communicate effectively;
· Think creatively, clearly and positively;
· Seek out new opportunities;
· Manage and supervise others (in relation to fund-raising duties); and 
· Organize and delegate tasks.
Member at Large
The Club may have one (or less or more) Members-at-large at any one time. The Member-at-large’s role is to represent the interests of the general membership and conduct projects and accept duties given to them by the Club Committee or Club Chairperson.

Ideally, an effective Member-at-Large is someone who can :

· Communicate effectively; 

· Listen to Club members and communicate their issues, needs and interests to the Committee;

· Identify potential issues and opportunities for the Club;
· Think creatively, clearly and positively;

· Seek out new opportunities;

· Manage and supervise others (in relation to fund-raising duties); 
· Work effectively toward common goals as a team member;   

· Organize and delegate tasks; and

Set objectives and develop action plans for selected and/or assigned projects.

Annex 1 – Nomination Form

For the 20__/20__ season
We the undersigned wish to nominate the following person
Name……………………………………………………………………………………………………….
As …………………………………………………………………………………………………………..
(Committee position)

Proposer Signature………………………………………………………………..
Proposer Name…………………………………………………………………….
Seconded by ……………………………………………………………………….
Name………………………………………………………………………………...
Date ………………………………………………………………………………….
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