Managing the Fitzroy Junior Football Club
Committee positions (Committee meets monthly)

President
· Chairs Committee meetings

· Club spokesperson/club representative where required

· Cheque signatory
Secretary
· Organises Committee meetings – time, venue, agenda
· Takes and distributes minutes

· Liaise with Registration Secretary re correspondence, registrations, team make-ups, email and phone enquiries 

· Main point of contact for YJFL

· Main point of contact for City of Yarra, including booking venues

· Co-ordinating email and phone enquiries

Treasurer
· Cheque signatory

· Maintain all financial records and provide records for monthly committee meetings

· Accounts payable/accounts receivable

· Responsible for banking and bank reconciliations

· Budgets

· Organise external audit report and present to AGM

General Committee members (5 needed)
Duties/responsibilities to be agreed by Committee members after AGM each year, but cover areas such as:
Club Director
· Represent FJFC at YJFL meetings monthly

· Report to committee at monthly meetings

· Coordinate annual submissions to YJFL re grading and rules changes

Team Managers
· Assist in the selection of managers for each team

· Maintain open communication with team managers throughout season and offer support and advice

· Arrange team manager meetings before and during the season

· Coordinate Team Manager and first aid kits – this can be delegated to non-Committee members
· Report to committee at monthly meetings 

Coaches

· Interview prospective coaches and make recommendations to committee

· Maintain open communication with all FJFC coaches throughout season and offer support and advice

· Arrange coach meetings before and during the season

· Liaise with City of Yarra re training schedule/ground availability

· Organise coaching accreditations and training

· Liaise with external organisations as necessary such as YJFL  (re representative squads), TAC Clubs, Football Victoria

· Liaise with coaches re team recruiting and grading submissions to YJFL

· Responsible for ordering match day footballs and ensuring that coach kits are prepared and distributed prior to season (This could be done in conjunction with other parents, see below)

Conduct 

· Convene Conduct Panel if needed 

· Provide Conduct Panel with all relevant information

· Arrange player attendance and all relevant parties at Conduct Panel

· Represent players and members at YJFL tribunal or arrange a Club representative (cannot be in the legal profession)

· Update Codes of Conduct as required and ensure distribution through Registration Secretary

Canteen Liaison

· Responsible for ensuring all home ground canteen arrangement are in place prior to the season starting

· Liaise with canteen operators throughout the season

Supplementary Umpires

· Responsible for organising and monitoring supplementary umpires as required by the YJFL.

Fundraising/Sponsorship (Could be non-Committee position)

· Organise and facilitate club fundraising, subject to Committee approval 

· Report to committee at either meetings or by email (if non-Committee)

· Facilitate existing Club sponsorships

· Seek new sponsorships as and when necessary

Non-Committee positions

These can be done by parents who don’t wish to attend monthly meetings, but would rather help out when needed. Parents could undertake the following as teams or individuals.

Keeping the Committee up to date about ideas, actions etc could be done by phone/ email or attendance at some meetings. 

Merchandising and playing uniforms
· Responsible for ordering and distribution of:

· Playing uniforms: Jumpers, socks and shorts

· Supporter gear

· Committee approval required prior to orders/purchases. This could be done through Treasurer or Secretary

Equipment

Coaches and Team Manager Kits (list of items to be included)
· Stock kits prior to season and arrange team pick up from storage unit

· Replenish kits as needed during season 

· Arrange end of season delivery of kits to storage unit

· Audit kits at end of season and replenish as needed

· Order contact details etc will be provided

First Aid (list of items to be included)

· Stock and replenish first aid kits

· Co-ordinate first aid training

· Order contact details etc will be provided

Home grounds manager
· Ensure all equipment is in place at home ovals prior to the start of the season and for every home game

· Responsible for unlocking and locking grounds on match days

· Liaise with team managers on match days to help in their set up and packing away, but not to take these duties on.

· Collect home ground score cards and lodge with YJFL by 6pm on game day

· File team sheets during season and pass to Secretary at end of season
Website Manager

· Co-ordinate website and team webmasters
· Liaise with Committee and Registration Secretary re information for website 
PAID POSITIONS

The Committee will decide at the completion of each season if the following paid positions are required for the following season and, if so, the appointment process to be followed and the remuneration to be paid. 

1. Registration Secretary (full Position Description available)
· Manage player registrations and database:

· Manage Club Correspondence

· Committee liaison

· YJFL liaison

· City of Yarra Liaison

2. Fitness Adviser (full Position Description available)
· In consultation with the relevant Committee members and coaches, prepare pre season training programs

· Develop and oversee an age appropriate warm up and cool down program for all age groups for training and prior to games.

· Undertake or assist with the implementation of agreed fitness programs.

· Where requested, conduct fitness assessments and prescribe exercise programs for individual players 

· Where requested supervise and lead the proposed fitness training program

· Provide assessments to Committee during and at the end of the season

3. Head Coach

In conjunction with the Committee, 
· Interview prospective coaches and make recommendations to committee

· Maintain open communication with all FJFC coaches throughout season and offer support and advice

· Arrange coach meetings before and during the season

· Liaise with City of Yarra re training schedule/ground availability

· Organise coaching accreditations and training

· Liaise with external organisations as necessary such as YJFL  (re representative squads), TAC Clubs, Football Victoria

· Liaise with coaches re team recruiting and grading submissions to YJFL.

