Hockey club job descriptions

Treasurer

Job involves:

· Collect monies from team captains or directly from players if required (subscription payments, standing order forms, match fees etc)

· Bank cash/cheques on regular basis

· Record all payments made to club (by whom and for what – team sheets provided to captains to aid in this)

· Pay affiliation fee’s and correspond with affiliated members/leagues when necessary

· Source and pay for club insurance

· Pay for club facilities (eg pitch hire, indoor, club house hire, equipment requests, internet fees, etc.)

· Monitor direct debit/standing order payments into and out of club

· Collate data from match fees/subs etc, analyse data to produce debtors list

· Inform committee at each meeting present state of accounts

· Produce end of year profit/loss and balance sheets

Membership secretary

Job involves:

· Produce/update membership forms for season

· Hand out forms, collect in once completed

· Record key data from forms in a database (spreadsheet)

Chair person

 

Figure head of club - along with President (guides the direction of the club / ethos of club / best interests of the club)

Chairs meetings - routine general meetings, annual general meetings, extraordinary general meetings

Selection committee - can be asked to mediate / intervene as necessary

Voting - has the casting vote at all meetings

Secretary

· Attend committee meetings, take minutes and distribute to committee members

· Attend the AGM (and any EGM's), take minutes

· Make available the Agenda, previous minutes and committee position voting form prior to and at the meeting. 

· Ensure the date of the AGM has been publicised to all members, Vice Presidents and Life members within the minimum date as detailed in the constitution.

· Send handbooks to Vice Presidents and Life Members at the start of each season.

· Send out any correspondence as requested by the committee.

