 Weston Creek Junior Soccer Duty Statements

Junior Chair

· Chair and coordinate Junior committee meetings held approximately every 6 weeks for 1 hour

· Chair in season club meetings such as the Coaches and Managers Meetings

· Attend and vote as WCJS rep at ACT Soccer meetings FREQUENCY?

· Attend and open Junior Soccer every Saturday IAW the committee roster

· Coordinate internal and external queries regarding club policies

· Tournament Coordinator and Kanga Cup Liaison (I think this is a separate job)

Tim e: 8 hrs per month

Secretary
· Extract information from Constitution

· Maintain season tasks list

· Attend Junior meetings

· Take and distribute minutes of the meeting

· Speak to Karen Kark re mail distribution

· In/Out registers

· Organise newsletter and presentation day flyer and mail out to last years players for registration

Time :

Treasurer
· See Constitution

· Attend Junior meetings

· Prepare and manage the budget and financial plan

· Prepare the books for audit

· Liaise with club treasurer

Time:

POC:

Points Registrar
· Arrange copy of full team list from Registrar for checking purposes

· Collect match cards by 5.30pm from the box at Waramanga Fields

· Check against copy of draw (take sheets from fields at the end of the day)

· Check correctly filled out ie shirt numbers/player numbers/girls teams and divisions appropriately marked

· Check red cards and notify the coach/manager as this is an automatic one week suspension and the club will be fined for playing suspended players

· Check yellow cards as 3 is a suspension

· Advise managers to take cards to your home address if they miss placing the cards in the box on time

· Email home games only to David Hough for web publishing

· Mail cards to Soccer Canberra on Mon as must arrive at Soccer Canberra Points Registrar by Wed or club is fined

Time: 2-3 hrs per week in season only

Funds Coordinator
· Coordinate and communicate in-season raffles

· Coordinate other fund raising activities as required

· Collect funds and deliver to Treasurer

· Liaise with sponsorship rep

· Develop applications for grants

· Report to committee as required

Time: 1 hr per week in season only

Development Squad Coordinator/Coaching Coordinator
· Organise development squad for pre-during-post season as required

· Supervise and report to committee on coaching applications and selections

· Supervise the grading process

· Coordinate coaching development

· Organise coaching courses

· Liaise with Soccer Canberra Coaching Coordinator

· Maintain coaching qualifications data

· Advise on coaching selections policy

Time: Pre season 10 hrs plus 1 hr per week in season

JLAC delegate

· Attend JLAC meetings once a month

· Brief committee on key JLAC points

Time:
2 hrs a month

Registrar (Separate appointments for Rooball, Junior Boys, Junior Girls)

· Complete database for respective section – data entry

· Attend registration day

· Collect fees via the coach/manager IAW club policy of no pay no play

· Maintain a bad debtors list for mail out list the following season

· In June send all team lists including coach and manager details and ID to Soccer Canberra

· Answer queries on registration from prospective players/parents

· Update DB and registration as new players join post June

· All Junior players need approval from Soccer Canberra before they can play

· Coordinate lists with trophy/presentation rep

Time:

Member Protection Officer

· Attend MPO course (2 days)
· Draft MPO plan
· Brief committee and coaches on MP
Time:

Presentation and Photos Coordinator
· Coordinate photos 

· Book photos in January through Portrait Place (current company)

· Referees and coaches of teams who are not parents get a free photo

· Select appropriate days in June or so after teams settled for photos

· Allocate two Saturdays for photos

· Advertise photos about one month before the days

· Allocate teams a time for photos – try and give them a home game

· One month before photos give schedule to photographer usually with 5 minutes between teams

· Yearbook coordinator needs copy of photos on disk

· Send managers a copy of when their team will have photos

· Coordinate presentation – may require some extra people to coordinate the BBQ and drinks handouts

· Liaise with equipment officer, registrars and journal officer

· Organise trophies and coach presents

· Consult with committee for format, venue, budget

· Advertise presentation day to players/parents

Time: Photos 4-5 hrs

Referees Coordinator
· Liaise with grounds and fixtures officer

· Attend initial seminar re referees

· Organise and appoint referees (check refs availability against their own matches)

· Collect list of refs from Soccer Canberra (Juniors)

· Advise all refs of match times

· Coordinate rooball refs probably via cadets system (see Tuggeranong system)

· Keep track of changes to rules

· Make amendments as required 

Time: 2 hr per week in season

Grounds and Fixtures Officer
· Coordinate ground bookings for training including pre season requirements

· Arrange access to the draws

· Coordinate draws and ground allocation for rooballers

· 0930 weekly during the season place draws up at ground

· Liaise with Soccer Canberra on availability of grounds for Junior matches (worek on allocating an equivalent amount of grounds to half the junior teams for a given time slot) as Soccer Canberra allocate Junior matches

· Advise Soccer Canberra on rooball times and number of grounds used – after approval from committee

· Book external visits by teams

· Exec committee determines access for Men and Women if any clash due to match times

· Liaise with refs coordinator so each match has a referee allocated

· POC for draw changes from Soccer Canberra

· Advise relevant coach/manager of any changes

· Advise committee of any major problems

· Note Rivett ovals better for U/19 instead of younger age groups

Time: 1-2 hrs per week in season

POC: Karen Kark

Equipment Officer

· Organise distribution of equipment before the season

· Provide 2 days during season for equipment exchange or further issue

· Organise return of equipment at the end of the season

· Conduct stock take of equipment

· Advise committee on additional equipment required for following season

Time:

Media Officer

· Provide media coverage for club through all medium including radio, local papers upto 6 times a year

· Liaise with committee for best media opportunities such as Kanga Cup, other tournaments, registration and presentation days

· Collect coverage for presentation to Sponsorship officer

Time: 6-10 hrs  a season

Yearbook Coordinator

· Coordinate the Yearbook

· Collect photos and team reports

· Coord with sponsors for their adverts

· Edit and arrange publishing and distribution of yearbook at presentation day

Time: 6-10 hrs  a season

Age Coordinator

· Attend 3 committee meetings a year

· Liaise with Coaching Coord to appoint Div 2/3 and other non Div 1 coaches

· Provide managers, parents a point of contact to committee

· Assist with coordination of teams

· Liaise with registrar

Time: 6-10 hrs a season

Website Coordinator

· Coord input onto website news etc

· Maintain web features and club emails 

· General website publishing

Time: 30min per week
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