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CLUB CHAMPS SECRETARY - currently vacant
Role

Responsible for Club Championship Administration

Skills

· Well organised and able to delegate

· Ability to communicate

Main Duties

· Arrange dates in conjunction with the Chairperson and Head coach

· Book pools 

· Set deadline for entries 

· Ensure dates, times and events are publicised on Club notice board and website

· Collect and collate entries and bank fees

· Arrange officials and volunteers in conjunction with the Workforce 

Co-ordinator

· Organise refreshments for officials

· Organise heats and finals

· Arrange medals and trophies and their presentation

Commitment 

15-20  hours annually 

Benefits to Self

Contribution to providing an internal competitive event for all Club swimmers.

Name of Officer:  ________________________________________________

Signature:  

Officer    
   ____________________________
Date:  ____________

Chairperson ____________________________

Date:  ____________


