executive & Office Bearers

	POSITION
	More OFFICE BEARERS

	EXECUTIVE
	Gear Steward

	President
	Grounds Coordinator

	Vice President
	Turf Coordinator & Committee

	Treasurer
	Twilight Coordinator

	Secretary
	Trophy Coordinator

	FAR NORTH COAST HOCKEY ASSOCIATION REPRESENTATIVES 
	Registrar & team selectors – men (+A & AR coaches)

	FNCHA representative – men
	Registrar & team selectors – women (+A & AR coaches)

	FNCHA representative – women
	Other positions as required

	FNCHA representative – juniors
	(note the Club’s Complaints & Grievance Officer and the Child Protection Officer positions shall be the Club President, unless otherwise nominated by another officer)

	FNCHA judiciary – men
	COACHES & MANAGERS

	FNCHA judiciary – women
	Men

	OFFICE BEARERS
	

	Public Officer (Changes must be notified to the Office of Fair Trading within 14 days)
	Women

	Junior Coordinator
	

	Coaching Coordinator
	Juniors

	Media Officer
	

	Social Coordinator
	Minkey


BHC EXECUTIVE – POSITION DESCRIPTIONS
President

Primary Responsibility

The President is responsible for the overall management, subject to the constitution and policies, of the Club and all of its operations. Including:

· Manage the office of BHC

· Day to day management and administration of the affairs of BHC

· Reside as Chair of BHC meetings 

· Business development of BHC

· Implement BHC’s strategic plan

· Recruitment and human relations matters

· Represent BHC at local, regional and state levels in hockey

· Promote and foster good community, government, media and other stakeholder relations

· Act as principle spokesperson for BHC.
The President shall also hold the following positions of office, unless delegated to another officer:
· Child protection officer

· Complaints and grievance officer
· Grounds Coordinator (Ballina Council’s wet weather officer)
Vice President

Primary Responsibility

Act as support to the Board of Management and provide the link between the Board, members and other volunteers. Including:

· Replace President in times of absence

· Assist in the planning, implementation and evaluation of BHC management programs

· Assist in the development of polices with the Board of Management
· Assess & recruit the human resource needs of BHC for special events and the general running of BHC. 

· Recruit, select and appoint volunteers.
Secretary

Primary Responsibility

The Club Secretary is responsible for the overall administration of the Club. Including:

· Provide communications between members, the Board of Management, other clubs, regional and state hockey associations

· Preparation of minutes and meeting papers

· The establishment and maintenance of records, minutes and membership registers

· Ensure that records are kept in accordance with statutory requirements.

Treasurer

Primary Responsibility

The Club Treasurer is responsible for the overall financial management of the Club. Including:

· Develop and implement a proper accounting system

· Develop and implement a financial reporting system

· Develop and implement operating budgets including the submission of regular financial reports to BHC

· Maintain cost control measures

· Maintain and manage Club insurance policies, including public liability
· Maintain and manage Club investments
· Oversee the collection of membership fees and member’s financial status

· Oversee the reconciliation of association turf and player registration accounts.

BHC OFFICE BEARERS AND COACHES – POSITION DESCRIPTIONS
Auditor

Audit the Club’s financial affairs for presentation at the AGM for submission to the Office of Fair Trading as required under the Associations Incorporation Act.
Child Protection Officer

The Club’s Child Protection Officer shall be the President of BHC, unless delegated to another officer.
· Deal appropriately with child protection issues, as outlined in the Club’s Child Protection Policy

· Ensure confidentially of all parties involved

· Responsible for reporting any allegations of child abuse.

Coaches and Team Managers
COACH
· Prepare, encourage and develop players toward their potential in hockey
· Maximise hockey knowledge and enjoyment of all players
· Organise and conduct appropriate training sessions.  Coach team at matches
· Ensure all players are correctly outfitted in club uniform and all necessary protective equipment (including mouth guards and shin pads for junior players)
· Be responsible for Club equipment issued (balls, goalie gear, training equipment etc); and return of equipment at end of season

· Support and communicate to players, club policies and decisions, and ensure they are carried out. This includes not allowing non financial players to play
· Enthusiastically encourage team members to participate in club activities. i.e. training, umpiring, working bees, fund raising, awards nights
· Nominate players for end of season awards and trophies. 
· Assist with player recruiting
· Promote and encourage team members to conduct themselves at all times in a sportsmanlike manner, in line with BHC’s Code of Behaviour Guidelines

· Adhere to BHC’s Child Protection Policy and guidelines.

The following tasks are managerial, however coaches are responsible for ensuring duties are performed:

TEAM MANAGER
· Ensure the collection, receipting and forwarding of team player fees to the Club treasurer
· Ensure membership, team and association registrations are carried out
· Ensure game match cards are filled out and returned to FNCH after games
· Provide communications to players from the Board of Management, the Club, and FNCH
· Complete a medical history of player conditions that may affect their participation and appropriate first aid treatments. Bring this list to training sessions and games in case of emergencies
· Prepare write-ups for club communications i.e. newsletter / web site as required
· Provide team representation at club monthly meetings

· Coordinate umpiring duties (ensuring junior umpires have suitable adult supervision)
· Assist in securing team sponsors

· Promote and encourage team members to conduct themselves at all times in a sportsmanlike manner

· Adhere to BHC’s Child Protection Policy and Code of Behaviour Guidelines

· Foster positive team morale. 
Coaching Coordinator

· Ensure every player in the Club receives coaching, so players have the opportunity to reach their hockey potential

· Seek to improve and maintain coaching standards
· Endeavour to assist all coaches gain, maintain, update and improve on their coaching accreditation skills.

· Ensure all players and coaches have, or have access to the correct equipment when training, playing or coaching.

· Review training sessions and coaches’ performance on an ongoing basis and provide feedback.
· Ensure junior coaches implement BHC’s junior coaching program guidelines.
· Adhere to BHC’s Child Protection Policy and Code of Behaviour Guidelines
Complaints and Grievance Officer

The Club’s Complaints and Grievance Officer shall be the President of BHC, unless delegated to another officer.
· Complaints and grievances are to be referred to and dealt with by the Grievance Officer as outlined in the Club’s policies.

Gear Steward

· Source and purchase hockey equipment upon receipt of Board of Management approval

· Issue equipment to coaches and players
· Maintain accurate records of equipment issued. Auditing of equipment & produce an annual stock take
· Collection of all equipment issued at end of season
· Storage control of equipment
· Organisation of equipment repairs and maintenance
· Maintain and distribute first aid kits to coaches.

Grounds Coordinator

The Club’s Grounds Coordinator shall be the President of BHC, unless delegated to another officer.
· Coordinate the operation and use of grounds and facilities such as floodlights, goals and ground preparation equipment as required.

· Coordinate maintenance and surface preparation of fields, i.e. mowing, levelling, line marking, weed control etc. 

· Liaise with Ballina Council on the use and maintenance of grounds.
· All maintenance tasks are to be undertaken and completed as soon as practicable.

· Recruit other members with appropriate skills and equipment to assist Club where necessary.

· In wet weather, inspect and assess field playing conditions. 

· Responsible for opening and closing of Kingsford Smith Park hockey fields. 

· Liaise with Ballina Rugby League Football Club to ensure wet weather notices are posted on Ballina Shire Council’s wet weather hotline for closure of sporting fields in wet weather.

Junior Coordinator

· Attend Far North Coast Hockey Association junior committee meetings

· Provide Club and FNCH communications to junior coaches and parents
· Coordinate junior home games – ensure hockey fields are prepared and coordinate BHC tent, stall, BBQ as required (including marking of minkey fields setting out minkey goals)
· Communicate needs and feedback from junior coaches, players and parents to BHC Board of Management
· Coordinate junior end of season club trophy nominations with junior coaches
· Coordinate end of season junior presentation
· Ensure compliance with BHC’s Child Protection Policy and Codes of Behaviour Guidelines.
Media Officer

· Collate information on relevant hockey issues from available sources i.e. players, coaches, Board of Management, FNCH, NSW Hockey, newsletters, publications etc
· Produce and distribute club newsletters and other promotional flyers as required
· Facilitate communications between local media and the club at all times

· Coordinate weekly match reports for local media and/or FNCH publicity officer as required

· Coordinate BHC annual sign on promotion and advertising in local media (e.g. newspapers and radio announcements)
· Be mindful of BHC’s policy on publication of images and ensure images are relevant to BHC and hockey. Show members in positive way at all times.

· Promote BHC in a positive manner at all times.

Public Officer

Under Incorporation, the Club’s Public Officer must of attained the age of 18 years and is a resident of New South Wales 

· The Public Officer is the official contact point for an incorporated association between the Club and the Office of Fair Trading

· Lodge the annual financial return with the Office of Fair Trading within one month of AGM

· Lodge amendments or changes to BHC’s constitution with the Office of Fair Trading within one month of AGM. 
Social Coordinator

· Plan social Club functions, providing outlines, including budget to the Board of Management for prior approval
· Organise and publicise functions providing details to Club members in advance to ensure maximum attendance
· Liaise with Treasurer re collection and banking of any monies associated with functions.

Registrars

Senior Men & Women

· Coordinate player registrations at sign on.

· Undertake team selections and player gradings.

· Advise FNCH team nominations (team lists and contacts) and changes to player gradings

· Advise FNCH changes of player registrations, including new and removal of players from registration.

Web Master

· Maintain Club website
· Communicate BHC Board of Management news and information to members. Post annual events on website such as: notice of meetings, AGM, sign on, social events and annual presentation as required.
· Communicate FNCH draws and news (as appropriate) on website

· Liaise with Media Officer to post Club news on website

· Be mindful of BHC’s policy on publication of images and ensure images are relevant to BHC and hockey. Show members in positive way at all times.

· Promote BHC in a positive manner at all times.
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Nomination Form – Office Bearer
I,  

(name)

of:  

(address)

Do hereby nominate for the position of:

· Executive:  

(president, vice president, secretary, treasurer)

· Office Bearer:  

(e.g.: public officer, gear steward, publicity officer, junior coordinator etc)

· Team:  
  Grade:  

(coach, assistant coach, manager)

· Sub Committee: 

(turf committee, twilight committee, social committee, etc)

For the: 
season
(year)

Signature of nominee: 
Date: 


1. Proposer: 
Date:  

(member of Ballina Hockey Club)

2. Seconder: 
Date:  

(member of Ballina Hockey Club)

Notice of nominations shall be sent in writing to the 
Secretary at least fourteen (14) days prior to an Annual General Meeting

