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EXECUTIVE

ROLE

DESCRIPTIONS
(Must be over 18 years of age)
· President
· Registrar
· Assistant Registrar
· Secretary
· Assistant Secretary
· Treasurer
· Uniform/Equipment Officer
· Social/Fundraising Officer
· Umpire Co-ordinator
· Assistant Umpire Co-ordinator

· Development Officer
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· Chair all meetings

· Attend monthly IWSNA meetings

· Assist on Registration Day and Presentation Day

· Assist the Executive’s with general tasks

· Prepares canteen roster

· Liaises with team managers
· Booking of Venue for meetings/Presentation Day 
       and Registration Day (if needed)

· Helps  prepare the reports for Annual General Meeting

REGISTRAR (Senior Teams)      


· Attends monthly IWSNA meetings
· Co-ordinates Registration Day

· Assists on Registration Day and Presentation Day

· Allocation of team members

· Completes photo and team registrations forms for winter and summer competition as required by the IWSNA

· Organises folder for each manager of which contains that teams
 player details and photo

· Keeps record for child protection forms

· Keeps record of past and existing members

· Attends to late registrations

· Organises end of year trophies (if needed)
· Liaises closely with Treasurer 

· Prepares a report for Annual General Meeting
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REGISTRAR  (Junior Teams)
· Attends monthly IWSNA meetings (if needed)
· Co-ordinates Registration Day

· Assists on Registration Day and Presentation Day

· Allocation of team members

· Completes photo and team registrations forms for winter and summer competition as required by the IWSNA

· Organises folder for each manager of which contains 
        that teams player details and photo

· Keeps record for child protection forms

· Keeps record of past and existing members

· Attends to late registrations

· Organises end of year trophies (if needed)
· Liaises closely with Treasurer 

· Prepares a report for Annual General Meeting
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SECRETARY           
· The Public Officer of the Club
· Attends monthly IWSNA meetings
· Assists on Registration Day and Presentation Day

· Takes minutes of committee meetings

· Conducts  all correspondence 
· Maintains website
· Distributes all relevant communications to  the Executives,

               managers and coaches and all notes related to club matters

· Booking of Venue for meetings/Presentation Day and Registration 
Day (if needed)
· Liaises with external bodies, such as IWSNA, local government and 
sponsor/s
· Prepares and submit applications for grants
· Prepares the reports for Annual General Meeting

[image: image17.jpg]


[image: image18.jpg]



          ASSISTANT SECRETARY
· Prepares and forwards Club newsletters
· Maintains website

· Assists on Registration Day & Presentation Day

· Attends  monthly IWSNA meetings if Secretary is unable to attend
· Booking of Venue for meetings/Presentation Day and Registration 
Day (if needed)
· Prepares a report for Annual General Meeting

TREASURER/S                     

   
· Keeps accurate accounting records of the Club
· Prepares financial accounts
· Assists on Registration Day and Presentation Day

· Attends to banking of all proceeds

· Attends to payment of all invoices approved by the Club executive

· Prepares monthly balancing and reporting

· Prepares end of financial year statements

· Organises end of year trophies with the Registrar
· Liaise closely with Registrar 
· Attends monthly IWSNA meetings

· Prepares a report for Annual General Meeting

UNIFORM/ EQUIPMENT OFFICER

· Maintains stock of uniforms

· Co-ordinates uniforms on Registration Day

· Distribution of uniforms/equipment

· Organising first-aid kits

· Maintains receipts of all transactions

· Attends monthly IWSNA meetings (if required)
· Maintains a record of all equipment of the Club

· Prepares order forms to purchase uniforms

· Assists on Registration Day and Presentation Day

· Ordering of uniform/equipment
· Prepares a report for Annual General Meeting

[image: image6.png]


  [image: image7.jpg]


  [image: image8.png]



SOCIAL/FUNDRAISER CO-ORDINATOR 

· Organises fundraising initiatives

· Co-ordinates Gala Day as fund raising activity

· Assists in preparation of applications for grants with the Secretary
· Co-ordinates any social event

· Approach/sources business donations

· Assists on Registration Day and Presentation Day

· Attends monthly IWSNA meetings (if required)
· Prepares a report for Annual General Meeting

                             


UMPIRE CO-ORDINATOR/ASSISTANT UMPIRE CO-ORINATOR
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· Co-ordinates umpire’s roster for under 12s up

· Co-ordinates runners for under 12s up

· Co-ordinates payment of runners

· Co-ordinates compulsory umpiring exams for under 12s and over

· If needed, sources badged umpires from other clubs for Winter and 
Summer comp

· Assists on Registration Day and Presentation Day 

· Attends monthly IWSNA meetings (if required)
· Prepares a report for Annual General Meeting

                 

                   


DEVELOPMENT OFFICER

· Co-ordinates coaching clinics & netball clinics
· Co-ordinates coaching/netball clinics calendar

· Assists on Registration Day and Presentation Day

· Attends monthly IWSNA meetings (if required)
· Prepares a report for Annual General Meeting

        

                          


