Name of Centre

DRAW STEWARD ROLE DESCRIPTION

Purpose: 
The Draw Steward’s Role is to ensure the completion of draws for season competition. 

Responsible To: 
The Draw Steward is directly responsible to the President and members of the Executive Committee.
Responsibilities & Duties
The Draw Steward is expected to:

· Produce weekly draws for seasonal competition;

· Liaise with the Umpires Convener re: allocation of umpires to games;

· Respond appropriately to all enquiries relating to draws;

· Consider and accommodate where possible, requests from clubs for game times, Byes, courts etc.;

· Provide and present reports about draws to Executive/Management Committee meetings monthly;

· Convene Draws Committee to assist with grading as required;

· Complete Executive Duty during seasonal competition as rostered;

· Distribute draws via email as requested by Clubs

· Upload draws & results grids to the website, and;

· Conduct any other duties as requested by the President.

Knowledge & Skills
Ideally the Draw Steward is someone who:

· Is well organised;

· Can communicate effectively and has good interpersonal skills
· Is self motivated and open to new ideas and continuous improvement, and;
· Has a good knowledge of computer based systems.

Estimated Time Commitment & Period of Appointment

The estimated time commitment required as the Draw Steward is _______________ hours per week during the season and _________________ hours out of season.

The Draw Steward is appointed for a period of 12 months and is elected by members at each AGM.
