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Chairperson

· Leader of the club, who ensures it’s viability / sustainability, effective and efficient operation. Plays the lead role in club’s future development and strategic direction.

· Key ambassador for the club with external bodies to represent the needs of the club.

· Chairing regular (monthly) Executive Committee meetings, and preparing the agenda beforehand with input from other Exec members.
· Chairing and setting agenda for AGM / EGM meetings and communicating these to the club within the necessary notice periods.
· Owner of the ‘Club Constitution’

· Act as a financial signatory for approval of club spend (e.g cheques).

Purpose of AGM meetings:
 To elect Executive and Playing Committees, to accept the audited accounts, to vote on issues of clubwide interest. AGM’s should be held early in the summer to provide the new playing committeee to prepare teams for the following season (e.g. through summer leagues). Where the club has to vote on issues of club wide interest, the Executive and / or Playing Committees should formulate a set of options with supporting information to circulate to club members before hand to facilitate efficient and informed decision making.
Purpose of Excutive Committee meetings (Chairman, Secretary, Treasurer, Social Chair, Bar Chair, Club Captain, Elected Members):

To ensure the smooth operation of the club at all levels, to own and resolve ‘club’ issues (which may be by delegating to separate task teams), to collect information and formulate options and recommendations for key issues to be voted on by the club.
Secretary
· Taking minutes (including actions) at Exec meetings, EGMs, AGMs and communicating to attendees and more widely to the club. Keeping a rolling action list for review.
· Keep a current electronic copy of key documents (e.g. Club Roles & Responsibilities, Constitution etc).
· Initial block booking of pitches for training and ladies / mens matches.

· Arrangement of club insurance policies.

· Registration of the Club with Hockey England??

Treasurer

· Act as a financial signatory for approval of club spend (e.g cheques).

· Payment of invoices (e.g Affiliation fees, pitch hire etc)

· Keeps documented accounts in line with appropriate best practice and current relevant legislation, to allow sign off by Honrary Auditor and ratification at AGM.
· Maintains a current overview of the Club’s financial health and proposes measures to ensure future viability (e.g. subscription levels etc)
· Keeps ‘financial control’ within the club by putting in place robust processes (and monitoring them) for timely collection of income (e.g. Subs etc) and making outgoing payments. These processes should ensure a complete audit trail (who has paid in what and why).
Honorary Auditor

· Audits the club accounts ready for acceptance at the AGM
Bar Chair

· Coordinates the weekly Bar Rota for Saturday night in season and Thursday night out of season.
· Keeps the bar stocked cost effectively and maintains accurate records for financial audit for the treasurer.
· Ensures there is a ‘cash float’ for the till, and ensures that bar takings are paid into the club bank account promptly.

· Undertakes stock takes for hand over of bar stock and receipt of bar stock with the cricket club at the start and finish of each season.

Social Chair

· Organises the annual Club Dinner at the end of each season

· Organises club functions to promote social interactions within the club (and especially between teams) and provide key financial inputs (to include families and friends)

· Collection of Social Subscriptions.

Elected Members / Club Representatives

· An active role, supporting the outputs of the Executive Committee, bearing the needs of the club members as a whole in mind, can act as voice for club members at the Executive Committee.

· May lead or become members of ‘tasks teams’ covering certain current issues.

Club Captain

· Responsible for running the Playing Committee with monthly meetings.

· Ordering of kit for the club (shirts / socks / training tops etc, plus match & practice balls)

· Represent the playing needs of the club at Executive Committee meetings.

· Responsible for skills development and training within the club (to include umpiring)

· Maintain an awareness of hockey trends and issues more widely to feed into the club – e.g rule changes, league changes etc.

· Organises the Awards to be made at the Club Dinner (Best Player in each team, Most improved lady in the whole club, most improved man in the whole club, and ‘Club Member of the Year’)

Purpose of Playing Committee meetings (Captains, Fixture Secs):

To ensure the smooth operation of the club at a playing level, to own and resolve ‘club’ playing issues (which may be by delegating to separate task teams), to collect information and formulate options and recommendations for key playing  issues to betaken to the Exec and potentially be then  voted on by the club. To facilitate the movement of players between teams according to potential, skills and other criteria. To discuss disciplinary issues (cards etc). The Playing Committee meetings have also been used in the past to plan umpiring for the month ahead by looking at fixtures to see which team could supply one to the other. The playing committee will also coordinate the annual mixed tournament.
Ladies / Mens Captain’s

· Sorting out availabilities for players in your squad

· Acting as contact for the league secretary re. correspondence / e-mails.

· Calling umpires to confirm matches on a weekly basis.

· Calling in results after each match.

· Captaining on pitch captain
· Team selection, input to development, retention and recruitment of players.
· Attending club playing committee meetings (monthly).

· Writing match reports for the website
· Provide input to / lead coaching / training for ladies / mens sides
· Sorting out teas for opposition / us when required.

· Sorting out team social events.
· Making sure there are people in attendance when it your team’s bar night / opening up bar at 6.30 pm.

· Collection of match fees and or subscriptions.

Ladies / Mens Fixtures Secretaries
· Registration of teams in relevant leagues and ensuring the club has the necessary league affiliations in place.
· Confirmation of exact pitch booking requirements with home pitch, for ladies and mens matches on Saturdays. (i.e. the Secretary has block booked 3 Saturday slots, when some days we may need 1, some we may need 4!)

· Keep accurate records of when pitches are booked to cross check invoices with treasurer.

· Ensure pitches are cancelled if not required within the required time period to avoid cancellation charges (2 weeks at Charters).

· Reclaiming pitch fees from oppositions who cancel at the last minute.

· Arranging friendly warms up matches for league sides and regular matches for non-league teams

Mixed Captain

· Maintaining an inclusive and social feel to the team.

· Registration of mixed team in National Mixed Competition (Timpson Trophy)

· Sorting out availabilities for players & umpires

· Captaining on pitch captain

· Team selection, input to development, retention and recruitment of players.

· Attending club playing committee meetings (monthly).

· Writing match reports for the website

· Sorting out teas for opposition / us when required.

· Sorting out team social events.

· Collection of match fees.

Mixed Fixtures Secretary

· Arranging a program of friendly mixed fixtures, and confirming them with the oppositions.
· Booking pitches for home matches, and keeping accurate records to cross check with the invoices received by the Treasurer.

Web Master

· Maintaining the Club Website so that information remains current and relevant to the needs of the club (e.g. club contacts, match reports, links to leagues etc etc.)
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