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Volunteering - Club Roles & Responsibilities

Roles and responsibilities play a crucial role in the functioning and success of sporting clubs. They provide structure, clarity, and organization within the club, ensuring that everyone is aware of their duties and working towards a common goal. 

1. Division of labor: Roles and responsibilities help break down complex tasks into manageable parts, allowing individuals to focus on specific areas where they can contribute their skills and expertise. This division of labor ensures that all necessary tasks are assigned and completed efficiently, maximizing productivity and reducing overlapping efforts.

2. Teamwork and collaboration: Clear roles and responsibilities promote teamwork and collaboration among club members. Each individual understands their specific duties and how they contribute to the overall objectives of the club. This fosters cooperation, communication, and coordination, enhancing the overall effectiveness of the team.

3. Accountability: Defined roles and responsibilities create a sense of accountability within the club. When every member knows what is expected of them, they are more likely to take ownership of their tasks and fulfill them to the best of their abilities. This accountability helps maintain discipline, professionalism, and a high level of performance within the club.

4. Efficient decision-making: Roles and responsibilities provide a framework for decision-making processes within sporting clubs. They establish clear lines of authority and decision-making powers, enabling efficient and effective decision-making. This avoids confusion, delays, and conflicts by ensuring that decisions are made by the appropriate individuals based on their designated responsibilities.

5. Development and growth: Roles and responsibilities offer opportunities for personal development and growth within a sporting club. They allow individuals to focus on their areas of interest or expertise, further honing their skills and knowledge. This not only benefits the individual but also contributes to the overall development and growth of the club.

6. Succession planning: Clearly defined roles and responsibilities facilitate succession planning within sporting clubs. As individuals understand their specific roles, it becomes easier to identify potential successors and create a pipeline for leadership positions. This ensures continuity and smooth transitions when key members leave or retire.

7. Efficient resource management: Roles and responsibilities help optimize the allocation of resources within sporting clubs. By clearly outlining who is responsible for what, it becomes easier to allocate time, funds, equipment, and other resources effectively. This prevents duplication of efforts, reduces wastage, and ensures that resources are utilized in the most efficient manner possible.

In conclusion, roles and responsibilities are essential in sporting clubs as they provide structure, organization, and clarity. They promote teamwork, accountability, efficient decision-making, personal development, succession planning, and efficient resource management. By establishing clear roles and responsibilities, sporting clubs can enhance their overall performance, achieve their goals, and foster a positive and productive environment.
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The President is the principal leader of your club and has the overall responsibility for the 
Club’s administration and development.

The President sets the overall annual Committee agenda (consistent with the views of members), helps the Committee prioritise its goals and then keeps the Committee on track by working within that overall framework. At the operational level, the major function of the President is to facilitate effective Committee meetings.

The President is elected by the members and is responsible for representing the views of the Club and its members.
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As Chairperson
· Manage Committee and/or executive meetings
· Manage the Annual General Meeting

As President
· Represent the Club at local, regional, state and national levels
· Act as a facilitator for Club activities
· Ensure the planning and budgeting for the future is carried out in accordance with the wishes of the members.
· Drive the development of the Club
· Be the sole spokesperson for the Club to outside interests (except where a match spokesperson has been appointed)
· Arbitrate in disputes

Knowledge and Skills Required

Ideally the President/Chairperson is someone who:
· Can communicate effectively
· Well-connected within the club and also the local community
· Is well informed of all organisational activities
· Is aware of the future directions and plans of members
· Has a good working knowledge of the Constitution, rules and the duties of all office holders and sub committees
· Is a supportive leader for all the organisation’s members

Estimated Time Commitment Required

The estimated time commitment required is 6 hours per week in pre and post season. Also requires about 4 hours per week during regular season (excluding game days)

Period of Appointment

The President is appointed for a 12-month term, elected annually at the Annual General Meeting
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As rugby clubs mostly run as a volunteer organisation, it is important to provide the President assistance in what can be a demanding workload over the year. Duties in which a Vice President may assist the President is as follows:
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1. Book grounds for pre-Season
2. Organise coaches and managers
3. Arrange for registration of new and returning players
4. Organise fitness and drills for pre-season training
5. Organise fitness coach for the year
6. Organise preseason trial games
7. Organise Physio for the season
8. Book grounds for training
9. Book grounds for games
10. Set registration fees
11. Set cutoff date for registration fees
12. Register Teams
13. Register and organise additional teams not included in regular competition
14. Publish draw times and venues on website
15. Organise training balls and match balls
16. Organise training and game equipment
17. Organise courses for coaches and sideline referees
18. Organise the collection and storage of Jerseys at completion of each game
19. Arrange team sheets, balls and bags for each team
20. Supervise team lists for weekend games with coaches/managers
21. Advise coaches and players of weekly kick off times and venues
22. Ensure all kits are laundered and ready for following game
23. Ensure all players have paid their subscriptions

Knowledge and Skills Required

Ideally the Vice-President will potentially move into the Presidents role
· Is well connected in the community
· Can report any issues within the club to the President
· Has a very good relationship with players, coaches and old boys. If not, then they must understand that building these relationships is very important.
· Is able to work with and support the current President.

Estimated Time Commitment Required

The estimated time commitment required is 6 hours per week in pre and post season. Also requires about 4 hours per week during regular season (excluding game days)

Period of Appointment

The Vice President is appointed for a 12-month term, elected annually at the Annual General Meeting
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The Secretary is the chief administration officer of the Club. This person provides the coordinating link between members, the management committee and outside agencies. 

The secretary is directly responsible to the President and members of the club.
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As Secretary to the Club and Committee:
1. Prepare the agenda for Club/group meetings in consultation with the Chairperson.
2. Make arrangements including venue, date, times and hospitality for Club meetings.
3. Send adequate notice of the meetings.
4. Collect and collate reports from office bearers.
5. Call for and receive nominations for committees and other positions for the Club/group AGM.
6. Take the minutes of meetings.
7. Write up the minutes as soon as possible after the meeting.
8. Read, reply and file correspondence promptly.
9. Collate and arrange for the printing of the annual report.
10. Maintain files of legal documents such as constitutions, leases and titles.
11. Send out information to visiting clubs in regards to game day details for Rawson
12. Represent the Club/group at meetings; communicate information between your State Union and the Club and its members
13. Disseminate by email, website, notice and/or newsletter, any information from within the Club and outside the Club, pertinent to all members
14. Work with the I.T representative to ensure registers of members’ names and addresses, life members, ‘alumni’ and sponsors are up to date and secure.
15. Process transfer applications; 
16. Enter all Rugby teams in competitions

Knowledge and Skills Required
Ideally the Club Secretary should
· Have a strong business background, especially in corporate governance
· Be very good at administering committee meetings, especially taking of minute and compiling reports
· Be able to build relationships with other bodies e.g., NSW Rugby Union, Rugby Australia, Referees Association.

Estimated Time Commitment Required

The estimated time commitment required is 2 hours per week in pre and post season. Also requires about 3 hours per week during regular season.

Period of Appointment

The Club Secretary is appointed for a 12-month term elected annually at the AGM.
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The Treasurer is the CFO for the Club and is directly responsible to the President, members of the Committee and ultimately the members of the Club.

The Treasurer should also be the chair of the Finance Committee of the Club and be present on sponsorship and /or fundraising sub committees.
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The Treasurer shall: 
· Prepare and monitor a budget for each season.
· Act as the signatory of the clubs bank accounts (with at least one other committee member)
· Ensure that accurate accounts and records exist and keep the Club’s books up-to-date. 
· Keep a proper record of all payments and monies received
· Be accountable for the clubs petty cash
· Make sure financial reports are available and understood at all committee meetings
· Show evidence that money received is banked and documentation provided for all money paid out
· Arrange an audit and the required information if required
· Give Treasurer’s report at regular meetings and when required
· Regularly file business activity statements with relevant authorities
· Produce an annual financial report
· Send out accounts
· Make all approved payments promptly
· Any other duties or responsibilities imposed by the Club’s Constitution or requested by the Club’s Management Committee.

Knowledge and Skills Required 

Ideally the Treasurer should be:
· Very organized with a great eye for detail
· Honest with high integrity
· Able to allocate regular time periods to maintain the books
· Able to keep good records and manage financial records either manually or by computer
· Able to work in a logical orderly manner
· Aware of all necessary information to perform such role.
· Is an accountant or has an accounting background?
· Has an understanding and knows how to use a cloud-based accounting system

Estimated Time Commitment Required

The estimated time commitment required is 1 hours per week in pre and post season. Also requires about 3 hours per week during regular season.

Period of Appointment

The Treasurer is appointed for a 12-month term elected annually at the AGM. Should the Treasurer deem it is required, and with approval of the Committee, an Assistant Treasurer may be co-opted to assist with the role.
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A Rugby Club Registrar plays a crucial role in the administration and management of a rugby club, ensuring that all player registrations, memberships, and related paperwork are handled efficiently and in accordance with relevant regulations and club policies. Here's a professional description for a Rugby Club Registrar:
The Rugby Club Registrar is responsible for overseeing all aspects of player registration and membership management within the rugby club. This role involves maintaining accurate records, ensuring compliance with governing body regulations, and providing administrative support to the club's leadership and coaching staff. The Registrar plays a pivotal role in the smooth operation of the club and the satisfaction of its members.

[bookmark: _Toc151123672]Responsibilities and Duties

· Player Registration. Manage the registration process for all players, ensuring they provide required documentation and fees. Maintain a comprehensive database of registered players, including personal details, medical information, and contact information.
· Membership Management. Administer membership applications and renewals, including collecting fees and updating membership records. Handle inquiries and requests from club members regarding their memberships.
· Compliance and Documentation. Ensure the club's compliance with governing body regulations and maintain records of player eligibility and clearances. Prepare and submit player and membership data as required by rugby governing bodies.
· Communication. Act as a point of contact for player and member inquiries and assist in disseminating information about club events, schedules, and policies. Collaborate with the club's administrative team to communicate important updates to members.
· Financial Management. Monitor registration and membership fee collection, working closely with the club's treasurer or finance department. Maintain accurate financial records related to registrations and memberships.
· Reporting. Generate regular reports on player registration and membership statistics, which may be used for strategic planning and decision-making. Provide updates to the club's leadership and governing bodies as necessary.

Knowledge and Skills Required 

· Ideally the Registrar should be:
· Very organized with a great eye for detail
· Honest with high integrity
· Knowledge of rugby club operations and governing body regulations
· Excellent communication skills, both written and verbal
· Proficiency in using computer software for data management and reporting
· Customer service skills for interacting with players and club members
· Is an accountant or has an accounting background?

Estimated Time Commitment Required

The estimated time commitment required is 1 hours per week in post season. 6 hours per week in pre-season and 3 hours per week in the first 4 weeks of regular season and 1 hour per week after that.

Period of Appointment

The Registrar is appointed for a 12-month term elected annually at the AGM. 
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The CSO/MPIO role is a volunteer role appointed by the Clubs’ Committee. The role will serve as the first point of contact for club community members and others who have concerns about a child or young person within the club and provide advice and support to assist that person with making a report. The CSO/MPIO will lead the child safety message and ensure that the club/association has implemented practices and procedures in line with Rugby Australia and the State Child Safe Standards.

Responsibilities and Duties

· Communicate and promote awareness and understanding of Safeguarding Policy and Procedures within club/association. 
· Help adults at the Club understand their obligations to protect children and young people and promote their rights, creating a welcoming and safe environment for children and young people. 
· Be the point of contact for all safeguarding of children and young people matters. 
· Advise the Committee on roles that require a Working with Children Checks 
· Ensure the club undertakes correct screening of people in accordance with the current safeguarding laws and legislation and that appropriate records are maintained. 
· Attend Committee meetings and ensure that child safety is a standing agenda item for each meeting and all decisions are being made with the safeguarding of children and young people in mind. 
· Work with the Committee to assess risks to children and young people and develop strategies and action plans to minimise the risks. 
· Ensure all complaints, allegations and/or suspicion of Prohibited Conduct are reported to the Police and/or Rugby Australia’s Report a Concern

Knowledge and Skills Required 

· Must have a valid Working with Children Check(WWCC) or equivalent
· Undertake training on safeguarding and/or child safety issues, as directed by the Club, Association, Member Union and Rugby Australia.Honest with high integrity
· Complete Rugby Australia Code of Conduct online module
· Complete Rugby Australia Child & Young Person Safeguarding online module

Estimated Time Commitment Required

The estimated time commitment required is 1 hour per week in post season. 1 hour per week in pre-season and 1 hour per week in regular season.

Period of Appointment

The Registrar is appointed for a 12-month term elected annually at the AGM. 
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As a Women's Rugby Development Specialist, the job requires fostering the growth and empowerment of women in the world of rugby. This role combines a deep passion for the sport with a commitment to advancing gender equality within the rugby community. The primary focus is on creating a supportive and inclusive environment that encourages women and girls to participate in, and excel in, rugby at all levels.
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· Player Development: Work to identify and nurture the talent of female rugby players, from grassroots to elite levels. This involves providing coaching, mentoring, and skill development programs that help players reach their full potential.
· Community Engagement: Collaborate with local clubs, schools, and communities to promote women's rugby. Organize programs, clinics, and workshops to introduce more women and girls to the sport.
· Gender Equality Advocacy: Support gender equality in rugby, ensuring that women have equal opportunities, resources, and support. Work to eliminate barriers and biases that may exist.
· Talent Identification: Scout for emerging talents and provide them with the necessary pathways to progress in their rugby careers. This includes talent identification camps and pathways to national and international teams.
· Coach and Referee Development: Facilitate the training and development of female coaches and referees, ensuring they have access to the necessary resources and support to excel in their roles.
· Organizational Support: Collaborate with rugby governing bodies, clubs, and other associations to implement policies and initiatives that promote women's rugby. This may include creating leagues, tournaments, and other competitions specifically for women.
· Leadership/Model: Lead by example, acting as a role model for female players, coaches, and enthusiasts in the rugby community. Promote values such as sportsmanship, teamwork, and perseverance.
· Data Analysis and Research: Use data analysis and research to track the progress of women's rugby development, identify areas for improvement, and adapt strategies accordingly.

Knowledge and Skills Required

Ideally the Women’s Rugby Development representative is someone who:
· Strong understanding of the rules, strategies and nuances of rugby, particularly women’s rugby
· An understanding of gender equity issues within sport and a commitment to promoting equal opportunities for women in rugby.
· Ability to organise events, workshops and outreach programs to promote women’s rugby.
· Skill in identifying and naturing talent for emerging women/girl rugby players
· Ability to build and maintain relationships with key stakeholders, including rugby clubs, schools, governing bodies and sponsors.
· Awareness and respect for the diverse cultures and backgrounds of players, with an emphasis on creating an inclusive environment
· Strong organization and administrative abilities to manage programs, budgets and events.
· Ability to deal with challenges and setbacks while maintaining a positive and determined attitude 

Estimated Time Commitment Required

The estimated time commitment required is 1 hour per week in post season. 1 hour per week in pre-season and 1 hour per week in regular season.
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Information Technology - I.T

The IT Committee Member of the rugby club plays a crucial role in ensuring the effective implementation and management of information technology systems to support the club's operations. This role involves collaborating with other committee members, coaches, players, and external stakeholders to enhance the club's technological infrastructure and streamline communication.
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· System Management - Oversee the club's IT systems, including hardware, software, and network infrastructure. Ensure the smooth functioning of essential systems such as communication tools, databases, and club management software.

· Data Security and Privacy - Implement and enforce security measures to safeguard sensitive club data. Stay informed about data protection regulations and ensure the club's IT practices comply with relevant laws.

· Communication Technology - Facilitate effective communication within the club using various technological tools. Explore and implement new communication platforms to enhance collaboration among club members.

· Website Management - Oversee the maintenance and update of the club's website. Collaborate with web developers or vendors to implement enhancements and ensure a user-friendly experience.

· Training and Support - Provide training to club members on the use of technology platforms and tools. Offer technical support to resolve issues and ensure a smooth user experience.

· Budget Management - Collaborate with the finance committee to develop and manage the IT budget. Identify cost-effective solutions to meet the club's technological needs.

· Collaboration - Work closely with other committee members to align IT strategies with overall club objectives. Collaborate with coaches and players to integrate technology into training and performance analysis.

Knowledge and Skills Required

Ideally the I.T representative is someone who:

· Strong knowledge of information technology and its application in sports management.
· Experience with website management and communication platforms.
· Familiarity with data security and privacy regulations.
· Excellent communication and interpersonal skills.
· Ability to work collaboratively in a team-oriented environment.
· Problem-solving skills and the ability to troubleshoot technical issues

Estimated Time Commitment Required

The estimated time commitment required is 1 hour per week in pre-season and regular season. 

Period of Appointment

The I.t representative is appointed for a 12-month term elected annually at the AGM.
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The Social Media Committee Member of the rugby club plays a pivotal role in managing and enhancing the club's online presence through various social media platforms. This position involves creating engaging content, fostering community interaction, and promoting the club's activities to a wider audience.
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Content Creation - Develop creative and compelling content for the club's social media channels, including text, images, videos, and graphics. Ensure that content aligns with the club's brand identity and values.

Platform Management - Manage and update the club's profiles on major social media platforms (e.g., Facebook, Twitter, Instagram, LinkedIn). Stay informed about platform updates and trends to optimize content strategy.

Engagement and Community Building - Foster engagement with club members, fans, and the broader community. Respond to comments, messages, and mentions promptly and in a positive manner.

Event Promotion - Create promotional campaigns for club events, matches, and initiatives.
Utilize social media to generate excitement and attendance for upcoming activities.

Live Coverage - Provide live coverage of matches, events, and behind-the-scenes moments. Use live streaming, stories, and real-time updates to keep the audience engaged.

Analytics and Reporting - Monitor social media analytics to assess the performance of content and campaigns. Provide regular reports on social media metrics and insights to the club's leadership.

Collaboration - Collaborate with other committee members, including marketing, communications, and IT, to ensure a cohesive online presence. Coordinate with players, coaches, and other stakeholders to showcase diverse aspects of the club.

Brand Advocacy - Encourage players, fans, and club members to become brand advocates by sharing and promoting club content. Develop strategies to increase the club's social media reach and followers.

Knowledge and Skills Required

Ideally the I.T representative is someone who:

· Strong understanding of social media platforms and trends.
· Proficient in content creation, including graphic design and video editing.
· Excellent communication skills, both written and verbal.
· Knowledge of social media analytics tools.
· Excellent communication and interpersonal skills.
· Ability to work collaboratively in a team and with external partners.
· Enthusiasm for rugby and a passion for promoting the club's values.

Estimated Time Commitment Required

The estimated time commitment required is 1 hour per week in pre-season and 2 in regular season. 

Period of Appointment

The social media representative is appointed for a 12-month term elected annually at the AGM.
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The Gear Steward is a voluntary position responsible for the purchasing, distribution and collection of gear distributed to players, coaches and other key stakeholders
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The Treasurer shall: 
· Perform an annual stocktake on all gear (gear is defined as jerseys,club apparel, balls, training equipment, game day equipment, first aid kits or any other item that is issued to players, coaches, committee, volunteers, supporters.
· Advise committee of any gear purchasing requirements
· Keep an accurate record of all gear owned by the club 
· Sort gear at the start of the season for collection by players, coaches, volunteers etc
· Be a point of contact for any gear requests during the season
· Arrange the return of gear at the end of the season and assess the condition
· Tidy and store gear away at the end of the season in preparation for the next season
· Organise a lost & found for any “forgotten” gear left at training or game days
· Give Treasurer’s report at regular meetings and when required
· Regularly file business activity statements with relevant authorities
· Produce an annual financial report
· Send out accounts
· Make all approved payments promptly
· Any other duties or responsibilities imposed by the Club’s Constitution or requested by the Club’s Management Committee.

Knowledge and Skills Required 

Ideally the Treasurer should be:
· Very organized with a great eye for detail
· Can communicate effectively
· Able to keep good records and manage financial records either manually or by computer
· Able to work in a logical orderly manner

Estimated Time Commitment Required

The estimated time commitment required is 6-8 hours in pre and post season. Also requires about 2 hours per week during regular season

Period of Appointment

The Gear Steward is appointed for a 12-month term elected annually at the AGM. 
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Sponsorship is an important part of a club to ensure its viability. The responsibilities of the Sponsorship Representative are as follows:
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The Sponsorship Representative shall: 
· Identify potential sponsors. The Sponsorship Representative should work with the President and other senior members of the club in identifying potential sponsors for the club.
· Sign Agreements. It is important that the agreement for all sponsors is signed by the 1st November for the following year. This enables the club to order kit (e.g., training shirts, jerseys, shorts and signage) for the season.
· Invoices. It is very important that the invoices are sent out in accordance with the agreement. The sponsorship representative must work with the treasurer to make sure that the money is paid on time.
· Supporters Lunch. This is the big fundraising event of the year. It is important that the Sponsorship Representative works together with the Events Committee members to make sure there is a large turnout of alumni and sponsors. Sponsors must be given plenty of notice and advised of their seat allocation for the supporter’s lunch. The sponsor should be encouraged to try and fill a full table, which would give them signage on the table if full.
· Alumni/Sponsors Day. The sponsors need to be invited to the “Presidents” lunch which is to be held in the clubhouse on the “Alumni Day”
· Signage. Part of the agreement with the sponsors is that the club has an on-field sign of the sponsors logo during home games. This signage must be ready before the start of each season and maintain as necessary
· Player’s kit. It is up to the Sponsorship representative to organise the sponsorship logo placement on the player’s kit. This must be completed and the kit ordered before the 21st December each year. If sponsors are providing money for particular branding opportunities (e.g., They are the hoodie sponsors), you need to ensure, that the sponsor is provided with samples of the kit sponsored.

Knowledge and Skills Required 

Ideally the Sponsorship Representative should be:
· Well-connected in the local and business community
· Very organized and can communicate effectively
· Able to work with committee on potential leads

Estimated Time Commitment Required

The estimated time commitment required is 3 hours per week in pre and post season. Also requires about 1 hours per week during regular season

Period of Appointment

The Sponsorship Representative is appointed for a 12-month term elected annually at the AGM.
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Volunteer representative is an important part of a club to ensure the club maximises its recruitment and volunteer of their critical workforce. The responsibilities of Volunteer Representative are as follows:
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The Volunteer Representative shall: 
· Identify the clubs volunteer needs. Find out what roles need to be filled..
· Promote opportunities to volunteer within the club. This may include social media accounts, website, newsletter, flyers etc. Also reaching out to Alumni,club members families etc
· Provide training and support for all volunteers. This may incude organizing coaching clinics, workshops or mentoring programs,
· Recognising and appreciating volunteers. Acknowledge the contributions of volunteers and express gratitude for their efforts. Implement a recognition program that highlights outstanding volunteers and celebrates their achievements.
· Regular Communication: Maintain open lines of communication with volunteers. Keep them informed about club activities, upcoming events, and any changes or updates.
· Providing Flexibility and Support: Understand that volunteers have other commitments and responsibilities outside of the club. Be flexible with scheduling and provide support when needed. 
· Outline Growth and Advancement: Provide opportunities for volunteers to take on new challenges, expand their roles, or develop leadership skills. Encourage their personal growth within the club by offering mentorship programs, additional responsibilities, or pathways to leadership positions.
· Stay Connected During Off-Season: Maintain communication and engagement with volunteers during the off-season or periods of low activity.

Knowledge and Skills Required 

Ideally the Volunteer Representative should be:
· Well-connected within the rugby club and the community, in order to approach potential volunteers
· Very organized and can communicate effectively
· Able to identify and resolve conflict

Estimated Time Commitment Required

The estimated time commitment required is 2 hour per week.

Period of Appointment

The Volunteer Representative is appointed for a 12-month term elected annually at the AGM.
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Club Captain is usually voted by the players to represent them on the committee. They act as the link between the playing group and the administration of the club.
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Promote club spirit – connection, involvement and ownership amongst and within the playing cohort - “Work hard together, have fun together, make great mates, make great memories.”
· Welcome and get to know new players to the club. Introduce them to the existing players with something in common to ensure that they feel welcomed and involved.
· Encourage the culture of volunteering, looking after and respecting the club. E.g., Don’t be a tosser (both re: litter and literally). 
· Police and apply the clubhouse Rules – RSA, no smoking, no drugs.
· Facilitate integration between teams, especially Colts.
· Field any player feedback and help to resolve any issues.
· Host the opposition at home games and represent the Club during away matches.
Pre-season
· Communicate and encourage attendance at training
· Keep an eye out for new players, welcome them and introduce them to established players. Invite them to any post training events and integrate them
· Input with Social Calendar and events, particularly Ladies Day
During-season
· Thursday training
· Contact opposition Club Captain before Thursday and make any arrangements for meeting him and discuss any after match plans (boat race, food, etc).
· Encourage players to attend end of day functions at both away games and home games 
Saturday
· Introduce yourself to the visiting CC, welcome them and invite them to the post-match function
· Host the clubs post-match function and speeches– “Be humble in victory, gracious in defeat” 
· Organise post game day celebrations and explain the rules
· At away games find the opposing CC, introduce yourself, and represent your club with as many as possible at their post-match function

Knowledge and Skills Required 

Ideally the Club Captain should be:
· Well-liked and respected by the playing group
· Great negotiation and arbitration skills. Settling issues between players and coaches is inevitable.

Estimated Time Commitment Required

The estimated time commitment required as the Club Captain is about 2 hours per week during the season and 1 hour out of season.

Period of Appointment

The club captain is appointed after a vote of current players during the pre-season training.
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The clubhouse manager is the person responsible for clubhouse activities, most significantly stock ordering and control.
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· Stocktake stock weekly, prior to ordering
· Order stock including alcohol, consumables and meat prior to game day
· See templates from previous years on quantities
· Managing finances such as float and stock finances with treasurer 
· Organise with club captain, volunteers to assist staff bar and BBQ
· Manage clubhouse and BBQ
· Organise any clubhouse bookings outside of game days
· Liaise with any other clubhouse related persons including tradesmen and council.
· General clubhouse upkeep, including organising cleaners after each home game
· Write weekly financial and monthly general clubhouse report

Knowledge and skills required
· Well organized
· Has previous experience in hospitality. 
· Highly motivated and dedicated to club
· Able to gain regular access to a computer with suitable internet access
· Able to allocate regular time periods to maintain clubhouse
· Communicate regularly with club captain to run clubhouse most efficiently during events.
· Able to keep accurate records and manipulate these records to provide both monthly and weekly reports 
· Aware of policy matters in relation to registration, insurance and licensing
· Has a responsible service of alcohol accreditation (preferred)?

Estimated Time Commitment Required

The estimated time commitment required is 2 hours per week in pre-season and 4 hours per week in regular season. Limited hours in off-season if clubhouse is not utilized.

Period of Appointment

The clubhouse manager is appointed for a 12-month term elected annually at the AGM.




[bookmark: _Toc151123689][bookmark: _Toc233363740]Event Co-Ordinator 

Having a well-run and organized social calender is vital for a clubs culture. These social events increase interaction between the clubs members and can result in greater connection/inclusion with the club, both on and off the field.

[bookmark: _Toc151123690]Roles and Responsibilities
A Rugby Club has several events during the course of the year. Examples of these may include the following:

· Season Launch Party - This event is held in the clubhouse on the 1st home game at the beginning of the season. A theme is usually decided. There are no tickets to be sold and catering is usually provided (e.g., Pasta)
· Ladies Day - This event will be held on the 2nd home game at the beginning of the season. Tickets are sold and it is a ladies only day for the activities. To be organized is the tickets, tables and chairs, champagne and wine, music, gift packs, food catering. This day is organised with a local, ladies charity, and all profits of the day are donated to charity (from the ladies day event only).
· Supporters Lunch - This event is hosted mid-way through the season and held at Lunch on a Friday. This is a ticketed event and is targeted at alumni, sponsors, players, supporters and parents of the colts. To be organized is the venue, beer and wine, speakers and table prizes. Usually held before a home game on the old boy’s weekend
· Mid-season party – This is held around round 7 to mark the half way point of the season. Theme needs to be picked. Recommend a backs v forwards event.
· Back to club day/Sponsors day – This day is run to get your alumni and sponsosrs involved in the club.
· Grand Final Party -	This event is held on the Saturday after the grand final (subject to teams making the grand final. The day is put on by the club. To be held at your home ground and beer/wine and Sausage sizzle to be organized.
· Silly Sunday – This event s to be held on the Sunday after the grand final (subject to teams being in the grand final). The event will be held at the home ground and fancy dress to strongly recommended.
· End of Season Ball - It is a ticketed event and is usually held one or two weeks after the grand final. To be organized for this night is the venue, band, wine and beer and awards

To assist with the preparing and running of the above events, a social subcommittee will be set up including current players and female supporters of the club.

Knowledge and skills required
· Great communication skills
· Well organised
· Understanding of social media platforms for marketing purposes
· Understanding of online ticket booking platforms

Estimated Time Commitment Required

The estimated time commitment required as the Alumni Representative is about 2 hours per week during the season and 1 hour out of season.

Period of Appointment

The Alumni Representative is appointed for a 12-month term elected annually at the AGM.


[bookmark: _Toc151123691][bookmark: _Toc233363741]Alumni Representative

It is vital for any club’s success that old boys/girls (alumni) are made a priority to ensure the ongoing future of the club. Not only do old boys provide a major supply of coaches, managers, committee and volunteers, they can also be the best source of sponsorship income. 

[bookmark: _Toc151123692]Roles and Responsibilities
The responsibilities of the Alumni Representative are as follows:
· Bi-Weekly Newsletter. It is important that the alumni are kept up to date with results on the field and activities in the club
· Alumni List - The club needs to build and maintain and comprehensive list of old boys/girls with email addresses, contact numbers, years of service at the club
· Reunions. A great way to get alumni back involved in the club is by organizing reunions for notable events in the past e.g., anniversary of premiership wins
· Old Boy/Girl Committee. Rugby clubs should have an alumni committee made up of old boys/girls from each decade. They are a valuable source of assistance in organizing any events involving old boys/girls.
· Supporters Lunch. This is the big fundraising event of the year. It is important that you work together with the event committee member to make sure we get a large turnout of alumni.
· Back to club Day. This is the day the club invites all the alumni back to your clubs home ground to enjoy a day out at the club. Also, a great way to get the alumni more involved in the club

To assist with organizing and managing the alumni, an alumni subcommittee may need to be set up including the Alumni Representative.

Knowledge and skills required
· Great communication skills
· Understanding of social media platforms for marketing purposes
· Understanding of online ticket booking platforms
· Previous player or coach who has an existing relationship with previous players, coaches etc. (desirable)

Estimated Time Commitment Required

The estimated time commitment required as the Alumni Representative is about 2 hours per week during the season and 1 hour out of season.

Period of Appointment

The Alumni Representative is appointed for a 12-month term elected annually at the AGM.


[bookmark: _Toc151123693][bookmark: _Toc233363742]Rugby Director/Club Coach

[bookmark: _Toc151123694]Roles and Responsibilities
Coaches and Managers
· End of season debrief with coaches, managers and player leadership group
· Retention and recruitment of coaches & managers for next season for board approval
· Support development of coaches (formal and informal)
· Conduct mid-season review of coaches to refine approach.
· Ensure coaches and manager register teams on Rugby Explorer/Fusesport and that managers use Rugby Explorer/Fusesport accurately

Players, registration and subs
· Recruitment of new players to the club (in conjunction with Club Coach)
· Retention of graduating Colts (in conjunction with Colts and club coaches)
· Recruitment liaison point of contact for new players enquiries. Collect details, add to team lists. Notify President to send ‘welcome letter’.
· Ensure all players registered on Fusesport, with a proper photo, BEFORE their first game day. Including players transferring from other clubs where a release is required.
· Set Cut-off date for Registration Fees in conjunction with Executive
· Assist with collection of subs from recalcitrant players in conjunction with team Managers

Chairman of Selectors
· Design and agree broad selection guidelines in conjunction with Club Coach and Team Coaches. This includes return from injury and concussion protocols. 
· Team coaches to provide proposed team selections for sign off each week.
· Ensure good communications between coaches and players regarding player movements. Dropped players must get a call. Promotedplayers should get a call. 
· Supervise team lists announcements (Thursday at training) with Coaches/Managers
· With Managers, ensure players back up as replacements for following game

Match details and admin
· Arrange preseason trials in conjunction with Club Coach.
· Agree draw times in conjunction with club coach and advise NSWSRU
· Advise coaches and players of weekly kick off times and venues
· Arrange Assistant Referees, Ground Marshals and ball boys 
· Liaise with opposition contact person prior to each home game 

Finals: Coordinate player eligibility for finals 

Knowledge and skills required
· History in coaching and coaching coaches
· Has coaching accreditation – minimum level 2 desirable
· Vast understanding of the technical aspects of coaching
· Excellent people management skills

Estimated Time Commitment Required
The estimated time commitment required as the Alumni Representative is about 2 hours per week during the season and 1 hour out of season.



[bookmark: _Toc151123695][bookmark: _Toc233363743]General Manager (if applicable)

[bookmark: _Toc151123696]Roles and Responsibilities
Not all clubs have paid General Manager position. If your club is fortunate to have a General Manager, then this role can be made up by removing items from all committee members mentioned above and incorporating them into a General Manager role.

Knowledge and skills required
· Extensive rugby union knowledge
· Strong people leadership
· Program leadership and delivery
· Strategic planning
· Performance reviews
· Strong financial and budget management skills
· Computer literate
· Strong planning and co-ordination skills
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