Job Descriptions  HAWKS 2017-18
Chair (Jessica Evans)

Chair AGM, Executive Committee and full Committee meetings
Deal with any personal issues arising from club members 
Do brief handover session weekly at training to advise club of relevant information 
Provide regular communication to Club members via email keeping them informed of what’s happening in the Club 
Vice Chair (Sarah Rackham)

To act in capacity as Chair in absence of Chairperson
Take the chair at Committee Meetings when the Chairman is unable to attend and also at times when the Chairman wishes to speak and take part in discussion. 
Support the Chairman and undertake whatever part of the Chairman's work is assigned to her/him. 
Take lead role in completion and on-going compliance with CAPS; organise and delegate appropriate work to other committee members. 
Secretary (Casey Scott)
Provide main contact point for C&D League & Premier League and administrate winter and summer league entries
Administrate affiliation and training venue
Act as a central point of contact for CDNL, Committee and club members
Take committee-meeting minutes, type up and circulate to the committee 
Disseminate information to club members

Treasurer (Sara Higgins)

To be responsible for the management and administration of the club’s finances including all monies belonging to the club and any ingoing/outgoing expenditure.
Request and receive club monies from the members of the club and through committee officers where required.
Present an Annual report and an audited balance sheet at the club’s annual general meeting. 
Liaise with accountant/auditor and main contact for Club Bank Account.
Safe-Guarding/Welfare Officer (Sarah Bateman & Becky Whitwham)

To provide information and advice on safeguarding and protecting children within the Club and promote a child focused approach
To ensure that the Club adopts and follows the England Netball (EN) Safeguarding and Protecting Young People Policy and Procedures
To advise the club on appropriate training for coaches and volunteers based on the EN recommended safeguarding training requirements.
To receive information from Club staff, volunteers, children or parents and carers who have any concerns relating to the welfare of children and young people and to maintain appropriate records. 
Website Officer  (Sarah Rackham/Tracy Swift)
Maintain, review and update the Hawks Website.

Purchasing Officer  (Sarah Bateman)
To monitor usage and replace contents of the four squad's first aid team kits.

To ascertain kit and equipment requirements of the club and source the best possible products.   Retain all spare kit and current price list. Liase with Club Treasurer, obtain and submit receipts for all purchases.

Club Contact (Fiona Cummings)
Receive enquiries from potential new members and facilitate their access to the base.

Provide an introduction to all newcomers to the Club. 
Umpiring Secretary (Casey Scott)
Liase with League Umpiring Secretary regarding training and testing opportunities.

Identify potential umpires within the club and make them aware of training opportunities. Arrange appropriate practice during Club Training sessions and oversee their progress to becoming qualified.
Tournament Officer (Denise Newman)

Identify potential tournaments; co-ordinate entry and liaise with all club members regarding interest in entering teams into tournaments. 

Point of Contact for GroupSpaces (Casey Scott, Sara Higgins & Becky Whitwham)
Provide the central point of contact for Groupspaces (club communication system) 
Retain an up-to-date address list of all Club Members.

Social Secretary (Casey Scott)
Arrange venues and publicise dates for any social occasions within the Club.

Be responsible for collection of monies and payment of bills liaising where necessary with Club Treasurer.

Fundraising Officer  (Lesley Newman)
To lead a fundraising committee in arranging fundraising events which support the Senior and Junior club and also local charities.

Senior Coaches (Lesley Newman and Becky Whitwham)

Press Secretary (Becky Whitwham)

To promote the club within the local area. To promote team match results and achievements in the local paper.

Club Volunteer Coordinator (Jessica Evans)

· Be the main point of contact for volunteers and volunteering within the club

· Identify the volunteer needs of your club
· Recruit new volunteers
· Screen new volunteers
· Ensure that volunteers receive feedback and support
· Ensure that the club has systems to recognise and reward volunteer contribution
To be the main point of contact for volunteers and volunteering within the club

