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Job descriptions - academy
CHAIRMAN
Main purpose of role:  There are two distinct functions of the chairperson, the executive role and the ambassador role. They are applicable in different instances.
·         To chair the meetings and act as principal officer throughout the year, by making decisions whenever the need arises, in consultation with other officers when appropriate
·         To attend meetings in a neutral and uncommitted capacity, to enable the group to have a discussion with a neutral person in the chair.
 
Actual duties involved
·         To provide direction for the club by effective leadership and management
·         Monitor and evaluate the progress of agreed actions - both short term and strategic
·         Ensure that succession and forward planning are integral and ongoing in the club
·         Manage other club officers to ensure the delivery of  their responsibilities 
·         Ensure that  the two common elements mentioned above are in place and followed by members
·         Ensure that the club structure and responsibilities are transparent and available to the membership
·         Represent (or arrange a representative for) the club on the constituent body committee
·         Chair and manage the executive committee and monthly club meetings
 
Liaison with: Committee members & Club members
 
The post holder will be responsible to: The main committee
 
Meetings to attend
·         Main committee meetings 
·          Sub committees by request
·         Club annual general meeting if appropriate
·         County annual general meeting
·         RFU forums and meetings if appropriate
 
Estimated time commitment: average 1 –2 hours per week throughout the year
 
Term of role: The chairperson will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years.
 
Benefits
· Reasonable travel expenses to agreed appearance events at x pence per mile
· Other associated expenses will be paid for by the club as directed by the treasurer
· Increase in profile within the rugby fraternity and local & national media
· Other benefits as set out by the club 
 
Other information: to ensure that equal opportunities exist through the committee and its actions
 
Recommended training -sport england – running sport for clubs – a club for all workshop, sports development planning workshop, developing sporting partnerships workshop, leadership and delegation (home study pack), motivation and team building (home study pack)
 

Note: When creating or reviewing any terms of reference for roles within your Club, Constituent Body or Society please refer to the RFU guidance notes on Volunteers & the Minimum Wage.  

FOXTURE SEC

MAIN PURPOSE OF ROLE:
· To ensure that fixtures for each team within the club are confirmed and establish a structured fixture list for the whole season.  

ACTUAL DUTIES INVOLVED:
· Receive fixture from other clubs.

· Create the fixture list for all teams within the club

· Maintain a record of Referee availability 

· Produce and dispatch club fixtures.

· Liaise with the other Fixture Secretaries in the CB

LIAISON WITH:
All team managers & captains within the club

THE POST HOLDER WILL BE RESPONSIBLE TO: The Main Committee

ESTIMATED TIME COMMITMENT: Time commitment will vary on average 2-4 hours a week

TERM OF ROLE: The Fixture Secretary will be appointed initially for a one-year period. However, this role requires continuity wherever possible, so it is hoped the post holder will retain the position on an ongoing basis but to be reviewed regularly.

Benefits

· Reasonable travel expenses to agreed appearance events at X pence per mile

· Other associated expenses will be paid for by the club as directed by the Treasurer

· Increase in profile within the rugby fraternity and local & national media

· Other benefits as set out by the club 

Recommended Training: 
To act as a deputy to the outgoing Fixture Secretary (in association with the club''s succession planning policy). 

COMMITTEE

Main purpose of committee: The governance committee shall be responsible to the management committee for the administration of the affairs of the club within its objectives and policies.
 
Actual duties involved
·         To arrange appropriate insurance cover for the club, players & officials
·         To create and recommend all club procedures and policies relating to the welfare of all members, for example, child protection, risk assessment, health & safety etc.
·         Website maintenance on rfu.com 
·         General admin as required
·         Other areas of club governance as and when required.
 
Liaison with: the main committee, all club sub committees, new and existing members, local schools, colleges and universities, constituent body and the local rugby development officer.
 
This is a guideline only and can be adapted to suit your club.
Main purpose of committee: The management committee shall be responsible to the general committee for the administration of the affairs of the club within its objectives and policies.
 
Actual duties involved
·         To meet on a regular basis and to take decisions concerning the general running of the club
·         The management committee shall be responsible for the day to day organisation of the club
·         To approve the club development plan, annual business plan and sub committees budgets.
·         To coordinate and monitor work of the key sub-committees, and plan ahead.
·         To ensure completion of rfu questionnaire
 
Liaison with: The main committee, all club sub committees, new and existing members, local schools, colleges and universities, constituent body and the local rugby development officer.
PRESS OFFICER

MAIN PURPOSE OF ROLE:
· To be responsible for information, publicity and promotion 

ACTUAL DUTIES INVOLVED

· To liaise with committee members, sub-committees and club members in order to promote the club

· Build a list of local media contacts

· Produce press releases of any club events, tournaments and activities and produce articles as relevant

· Send results and anything else of interest to the RFU Regional Press Officer  & local press as relevant 

· Invite the RFU Regional Press Officer, local press & media to events

· Keep a record of press cuttings, radio mentions and T.V coverage

· To be directly responsible for the production of the Club Newsletter

· To be responsible for advertising the club, its activities and to promote the work of volunteers

· Where necessary co-ordinate sub-committee, and volunteers to help publicise the club, its events and members through the media

· To ensure articles, language and photographs reflect a fair and positive representation of all club members and the community 

LIAISON WITH:      
· All committee members and sub-committees in particular sponsorship and events

· Players

· Local and National Media Contacts including RFU Regional Press Officer

THE POST HOLDER WILL BE RESPONSIBLE TO: The Main Committee

MEETINGS TO ATTEND:
· Main Committee Meetings

· Annual General Meeting if appropriate

· Sub Committees by request 

ESTIMATED TIME COMMITMENT:          Time commitment will be fairly consistent throughout the year. On average 1-2 hours a week

TERM OF ROLE: The Media Liaison Officer will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years.

Benefits

· Reasonable travel expenses to agreed appearance events at X pence per mile

· Other associated expenses will be paid for by the club as directed by the Treasurer

· Increase in profile within the rugby fraternity and local & national media

· Other benefits as set out by the club 

OTHER INFORMATION:    IT Skills (E-Mail), reporting and communication skills will be required 

RECOMMENDED TRAINING: Working with the Media pack from RFU. 

SECRETARY

Main purpose of role:  Responsible for the day-to-day business of the club
 
Actual duties involved:

-          Manage and ensure action on club correspondence including legal and insurance matters
-          Maintain records of all members and former members of the club.
-          Provide such club details as required by the rfu and cb
-          Ensure all relevant forms and publications are with  the responsible officers and make the system available to members
-          Organise agm, executive committee and club meetings.
-          Represent the club with the chairman on the cb committee.
-          Record disciplinary matters.
-          Attend such meetings and conventions as required by the executive committee.
-          Manage paid clerical support
-          Annual dinner
 
Liaison with: All committee members, general public, Club members, rugby union student liaison officer , Local authority, other clubs, Rugby development officer, Rugby Football Union
 
The post holder will be responsible to: The main committee
 
Meetings to attend

-          Main committee meetings 
-          Annual general meeting if appropriate
-          County annual general meeting
-          Rfu forums and meetings if appropriate
 
Estimated time commitment:  Average 1– 2 hours per week throughout the year
 
Term of role: The secretary will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years 
 
Benefits
-          Reasonable travel expenses to agreed appearance events at x pence per mile
-          Other associated expenses will be paid for by the club as directed by the treasurer
-          Increase in profile within the rugby fraternity and local & national media
-          Other benefits as set out by the club 
 
Other information: The post holder should possess good information technology skills
 
Recommended training:  Running sport - a club for all workshop, running a club (information booklet), personal effectiveness (home study pack)
 
Note: When creating or reviewing any terms of reference for roles within your Club, Constituent Body or Society please refer to the RFU guidance notes on Volunteers & the Minimum Wage. 

SPONSORSHIP OFFICER

MAIN PURPOSE OF ROLE:
· To be directly responsible for sponsorship and fund raising opportunities for the club, its activities and events

ACTUAL DUTIES INVOLVED

· To investigate sponsorship opportunities from the commercial business sector

· To investigate methods of accessing funding through partner agencies e.g. Sport England, Lottery Sports Funds, Local Authorities and Local Voluntary Organisations (local Sports Advisory Councils)

· To liaise with the treasurer on financial planning for the club to ensure adequate funds are generated

· Formulate sponsorship proposals and ensure sponsorship requirements are met. 

· To be responsible for entertaining sponsors and dignitaries at club tournaments and events

· To organise and co-ordinate a programme of fundraising schemes and activities e.g., social evenings (quiz nights, discos, races nights), sponsored marathons (24 hours touchrugbyathon), raffles etc.

· To produce follow up literature to sponsors in the form of thank you letters, press coverage in order to encourage on going relationships

· Where necessary co-ordinate sub-committee, and volunteers to help seek sponsorship through personal contact 

LIAISON WITH:    
· All committee members and sub-committees in particular tournament Officer, Treasurer and Press Officer

· Club members

· Local companies and businesses 

THE POST HOLDER WILL BE RESPONSIBLE TO: The Main Committee

MEETINGS TO ATTEND
· Main Committee Meetings

· Annual General Meeting if appropriate

· Sub Committees by request 

ESTIMATED TIME COMMITMENT:    On average 2 hours a week throughout the year

TERM OF ROLE: The Sponsorship Officer will be appointed for one year at a time, with the hope that the post holder will retain the role for a maximum of 3 years.

Benefits

· Reasonable travel expenses to agreed appearance events at 30pence per mile

· Other associated expenses will be paid for by the club as directed by the Treasurer

· Increase in profile within the rugby fraternity and local & national media

· Other benefits as set out by the club 

RECOMMENDED TRAINING: Sport England, Running Sport for Clubs - Funding and Promoting Your Club Workshop

FINANCE MANAGER

MAIN PURPOSE OF ROLE:
· To be responsible for the management of the rugby club committees finances in accordance with the decisions of the Committee  

ACTUAL DUTIES INVOLVED

· To look after the finances of the Rugby Club

· Recommend action on financial matters to the committee

· Renew insurances annually

· To collect subscriptions and all money due to the committee

· To pay bills and record the information

· To keep up-to-date records of all financial transactions

· To ensure that all cash and cheques are promptly deposited in the bank or building society

· Ensure funds are spent properly

· To issue receipts for all money received and to record this information

· Report regularly to the committee on the financial position of the rugby club

· Prepare and present accounts for the end-of-year financial report and audit

· Financial planning including producing an annual budget and monitoring it throughout the year

· To help prepare and submit any statutory documents that are required (e.g. VAT returns, PAYE and NI returns, tax returns, grant aid reports) 

· Ensure the club has paid RFU & Constituent Body affiliation fee

LIAISON WITH:

· Committee Members

· Club Members

· Auditors 

THE POST HOLDER WILL BE RESPONSIBLE TO:            The Main Committee

MEETINGS TO ATTEND:
· Main Committee Meetings 

· Sub committees or working parties by request in an advisory capacity 

· Club Annual General Meeting if appropriate

ESTIMATED TIME COMMITMENT:     Average 2 hours per week. Increasing around year end

TERM OF ROLE: The Treasurer will be appointed for one year at a time & for a max. of 3 years

Benefits

· Reasonable travel expenses to agreed appearance events at X pence per mile

· Other associated expenses will be paid for by the club as directed by the Treasurer

· Increase in profile within the rugby fraternity and local & national media

· Other benefits as set out by the club 

OTHER INFORMATION:    This post holder must have book-keeping and accounting knowledge

RECOMMENDED TRAINING: Sport England - Running Sport for Clubs - Funding and Promoting Your Club Workshop, Balancing the Books (Home Study Pack), Managing the Money (Home Study Pack)

VOULENTEER CO –ORDINATOR

MAIN PURPOSE OF ROLE:                   
· To provide a focal point for volunteers and volunteering within the club 
· To facilitate the recruitment, retention, recognition and reward of volunteers within the club.

ACTUAL DUTIES INVOLVED

· To identify means of recruiting potential volunteers and to ensure that a policy of open recruitment when advertising for and appointing volunteers is implemented

· To formulate up-to-date Terms of Reference for volunteer position

· To appoint sufficient volunteers to formulate club committee and sub committees, to organise and support club activities and events

· To ensure that new volunteers are welcomed appropriately and are provided with all relevant information and support (e.g. create a mentoring / buddy system within the club for new volunteers)

· To attend events, tournaments and social evenings to promote and encourage new volunteers 

· To ensure individual volunteers are given appropriate support and guidance to maintain their enthusiasm

· To identify means of recognising and rewarding volunteers

· To nominate volunteers through the RFU Volunteer Recognition Awards, by completing the enclosed nomination form

· To become a free VIP Member (Volunteer Investment Programme - please call 0800 363373) in order to be updated on all volunteering issues and if appropriate to apply for a Volunteer Recognition Award. 

LIAISON WITH:        The main committee, all club sub committees, new and existing members, local schools, colleges and universities, and the local RDO.

THE POST HOLDER WILL BE RESPONSIBLE TO:            The Main Committee

MEETINGS TO ATTEND: 
· Main Committee Meetings to advise on the recruitment, retention, recognition and rewarding of volunteers and to advise on the number of volunteers required 

· Sub committees by request to give advice and induct new volunteers

· Annual General Meeting if appropriate

· To induct newly appointed volunteers and provide existing volunteers with support and guidance 

ESTIMATED TIME COMMITMENT:          2 -4 hours a month

TERM OF ROLE: To be appointed for one year at a time & to retain the role for a max. of 3 years.

Benefits

· Reasonable travel expenses to agreed appearance events at X pence per mile

· Other associated expenses will be paid for by the club as directed by the Treasurer

· Increase in profile within the rugby fraternity and local & national media

· Other benefits as set out by the club 

OTHER INFORMATION:    This is an essential role within the club, as it provides an opportunity to get to know a wide range of people, in order to formulate a strong volunteer workforce

RECOMMENDED TRAINING: Sport England - Running Sport for Clubs – Volunteer Management Workshop

WELFARE OFFICER

Main purpose of role: To act as a point of contact in all issues relating to the welfare of young people and to ensure all appropriate documentation and forms are completed in accordance with the rfu/rfuw policy and procedures for the welfare of young people in rugby union.

 

Actual duties involved:
-          Ensure the club has a child protection policy and implementation plan

-          Ensure codes of conduct are well publicised and adhered to

-          In consultation with the county welfare officer ensure all reported incidents are managed at the appropriate level in line with rfu procedures

-          Ensure all relevant club members are aware of training opportunities

-          Ensure all parents are aware  of the club policy on child protection and the correct protocols for voicing concerns

-          Be aware of local social services and area child protection committee contacts

-          Sit on relevant committees

 

If you have an immediate concern relating to the welfare of a young person please phone the rfu child protection line: 020 8831 6655.  Alternatively you can email: childprotection@therfu.com
 

Liaison with:  All committee members, all coaches, referees and volunteers taking responsibility for young people, all parents of juniors

 

The post holder will be responsible to: The main committee

 

Estimated time commitment: time commitment will vary on average 1 -3 hours a month

 

Term of role: The child welfare officer will be appointed initially for a one-year period. However, this role requires continuity wherever possible, so it is hoped the post holder will retain the position on an ongoing basis but to be reviewed regularly.

 

Benefits
-          Reasonable travel expenses to agreed appearance events at x pence per mile

-          Other associated expenses will be paid for by the club as directed by the treasurer

-          Increase in profile within the rugby fraternity and local & national media

-          Other benefits as set out by the club 

 

Other information: must be approachable, discrete, have good communication and listening skills and a sound understanding of child protection issues and policies 

 

Note: When creating or reviewing any terms of reference for roles within your Club, Constituent Body or Society please refer to the RFU guidance notes on Volunteers & the Minimum Wage.  
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CLUBHOUSE AND GROUND:
EVEREST ROAD, CHELTENHAM
GL53 9LA
(01242) 524633

www.old-pats.freeuk.com




