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Writing a Club Committee Role Description

Volunteers need clear direction about what their job is in the club/group and the different tasks they need to accomplish. A club committee role description can help them with that. Below, you will see the steps to writing one and then a sample description.

1. Indicate the title of the role.

2. Set out the overall aim or purpose of the role. What is the main thing that this volunteer is here to do?

3. Indicate who the volunteer is responsible to. In other words who supervises and supports this person and who do they need to maintain regular communication with?

4. Define the main tasks that this volunteer needs to carry out on behalf of the club.

5. You can also include the time, location and benefits of volunteering.

Killamascuddy Sports Club

Title:


Fundraiser
Purpose:
to ensure a regular stream of income for the club, from a variety of sources

Responsible to:
The Chair

Main Tasks:



· Working with the Publicity Officer, to promote the club to the media and donors
· Working with the fundrasing sub-committee, to develop fundraising activities – in particular events that can raise money for the club
· To find individual donors for the club, who will donate to the club on a regular basis
· To keep a mailing list of these donors
· To update donors on a regular basis about the club and from time to time ask them to increase their donations
· To receive donations and hand them over to the treasurer
· To research possible grants for the club from government departments or charitable foundations
· To write grant applications on behalf of the club
· To approach local businesses and see if they would like to sponsor the club 
Club Development Information Seminar -

Effective Committees and Chairs

A club/group is usually run by a committee of volunteers in the club. The committee may sometimes be all of the volunteers working in the group or could be an elected group of the total body of volunteers who stay on the committee for a period of time. The committee is responsible for the overall well-being of the club, making important decisions and reviewing the work of the group to make sure it is making an impact in the way that it should. Below you will find some helpful hints in regard to what makes effective committees and chairs.

	Effective Committees
	Effective Chairs

	· Have an agenda

· Have regular meetings

· Figure out how they will be chaired – rotating chair or same chair every time

· Give each agenda item a certain amount of time and stick to it

· Have a set of ground rules for interacting at the meeting 

· Make sure someone takes a note of the meeting and what decisions were made

· Make sure they take a break and have some social time

· Make meetings at a time that suits people

· Regularly review the work of the club

· Have a specific amount of time that individuals can be committee members

· Elect their committee members

· Have a chair, treasurer and secretary (at least!)


	· Keep the meeting focused. If people have been talking and it is time to move on, they ask ‘can we come to agreement on this or discuss it again in the next meeting?’

· Stick to the time allotted for each agenda item

· Encourage everyone’s participation – they go round the group and give everyone a chance to speak

· Encourage listening

· Summarise what they have heard people say at the end of a discussion

· If someone is hogging the discussion say, ‘Can I hear from other members of the group?’

· Remind people of the ground rules particularly if there is conflict

· When agreement is difficult, move to a vote (as a last resort)
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Volunteer Roles in Clubs/ Groups
There are a variety of different roles that can be found in volunteer clubs/groups. It is important that each person gets a specific role to carry out. That way, you can be sure that no-one is duplicating work and you can make sure that people do not get overloaded trying to do everything. It will also help in the delegation of tasks and responsibilities at meetings. Below is a list of the types of roles you can have in a volunteer club/group and what each of those roles entails.

If you are a large club/group you can also have people who work under each of these roles. For instance, the Club Welfare Officer might manage a Volunteer Cleaner who keeps the changing rooms and halls clean.

	Role
	What do they do?

	Chair/ Vice Chair
	· Delegates tasks and responsibilities to relevant volunteers

· Does support and supervision with volunteer officers

· May run the committee meetings

· Ensures regular review of the club’s work

· Devises agendas for the committee meetings

	Secretary
	· Takes meeting minutes

· Does any administrative work for the group, including mail-outs, phone calls etc

· Schedules meeting spaces and other logistics for the club

· Keeps registration lists for club participants and volunteers

	Treasurer
	· Keeps track of the accounts for the group, doing any returns and accounting necessary

	Coach
	· Coaches the sports taking place in a sports club

· Works with the secretary to schedule the activities for the participants

	Volunteer Co-ordinator
	· Responsible for the recruitment, induction and training of volunteers

· With the help of the committee members co-ordinates any celebrations for volunteers

· Checks in with the volunteers to see how they are doing and review the needs of volunteers to ensure the group is meeting them

	Club Welfare
	· Is the Health and Safety and Child Protection Officer for the club

· Ensures that everyone in the club is up to date on equality and diversity

· Arranges for the maintenance/cleaning of club facilities or does that themselves

· Ensures that hospitality is provided for participants

	Publicity Officer
	· Creates promotional materials for the group

· Carries out any promotional activities

· Supports fundraising activities with the Fundraising Officer

	Fundraising Officers
	· Co-ordinates events to fundraise for the club with assistance from committee members

· Applies for funding for the group

	Transport Officer
	· Drives club mini-van or bus

· Schedules logistics for transport with secretary and coach


Sub- Committees:

Sub-committees are smaller groups of members of the club committee (and sometimes other volunteers in the club) who come together to carry out pieces of work or functions of the larger committee for a variety of reasons, such as:

· Finance – to ensure that the committee is reaching the highest standard of financial accountability and that the proper policies and procedures are in place
· Fundraising – to ensure that the club has a secure resource base and to plan specific fundraising activities
· Governance – to plan how the overall club committee will work, ie to put policies and procedures in place for this
· Specific projects/ initiatives – where the club engages in a specific piece of work a group might form to oversee this process
Sub-committees are formed to do work that cannot be accomplished within the confines of regular board meetings, i.e. they may need to meet more frequently. They report back to the committee at each meeting and may ask for approval or decisions from the committee to progress their work. If you decide to set up a sub-committee remember the following tips:

· Select someone to lead the sub-committee. This person is usually the one responsible for the sub-committee function, i.e. the treasurer for the finance sub-committee.

· Invite other members of the committee to join, probably around two or three others.

· Write out a terms of reference for the sub-committee. What is it you have come together to accomplish and how long will it be needed? What are the roles and responsibilities of each member?

· Ask the committee to approve the terms of reference and to agree what decisions the sub-committee can make and what decisions around the piece of work need to be brought to the whole committee. Include a note of the decision-making scope of the sub-committee in the terms of reference. 

· Follow the guidelines given on the “Effective Committees and Chairs” handout when sub-committee meetings take place. 
� adapted from www.volunteeringmerseyside.org.uk
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