Name of Club or Centre

MANAGER ROLE DESCRIPTION

Purpose: 
The Club/Centre Manager is responsible for the management and well being of the Executive Committee, Team Officials and members of the Club/Centre.

Responsible To: 
The Club/Centre Manager is directly responsible to the President and members of the Executive Committee.

Responsibilities & Duties
The Manager is expected to:

· Manage the Club/Centre fundraising committee and coordinate regular meetings;

· Prepare agenda, disseminate relevant information and chair fundraising committee meetings;

· Prepare annual fundraising and sponsorship targets and ensure approval of annual fundraising plan by the Executive Committee; 

· Coordinate & manage Club/Centre events i.e. prize giving, team building, club photos, fundraising & social events;

· Prepare and disseminate monthly newsletters;

· Manage distribution, collection, inventory & storage of uniforms;

· Attend Executive Committee meetings, and:

· Manage Club/Centre IT & website requirements.


Knowledge & Skills
Ideally the Manager is someone who:

· Can communicate effectively;

· Is well organised and can delegate tasks;

· Has a good working knowledge of the Constitution & Strategic Plan;

· Can promote collaboration of Club/Centre Members regularly;

· Encourages positive participation and involvement of family members, and;

· Has a good knowledge of computer based systems.
Estimated Time Commitment & Period of Appointment

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

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

