Axbridge Saxon Junior Football Club – Committee Posts

Chairman

· Chair Club Committee meetings
· Act as Master of Ceremonies at the annual presentations

· Deal with any ad hoc matters

· Liaise with other Committee members in between formal meetings as appropriate

· Act as mediator on any disagreements within the Club and others Clubs to reach a conclusion that is the best for the Club as a whole, rather than individual teams

· Chair any internal disciplinary meetings, and inform the interested parties of the outcome and any sanctions
· Provide direction for Club moving forward

Secretary
· Affiliate Club with FA and relevant Leagues

· Distribute paperwork from FA/Leagues to managers

· Arrange Club Committee meetings and take minutes 

· Call and administer AGM

· Be focal point for contact of Club and deal with any correspondence as necessary (eg County fixtures, disciplinary matters)

· Be contact point for Leagues and FA both inwards and outwards

· Deadlines and requirements re Charter Standard renewal/health checks to be adhered to

Treasurer

· Maintain club bank accounts and cash books, reconcile between the two

· Prepare annual budget

· Monitor performance against budget

· Write cheques for club expenditure

· Renew Club insurances as required

· Reimburse managers/officers for expenditure on behalf of club (eg referees)

· Liaise with registration secretary/managers re subscriptions collected

· For 2012 onwards – reconcile amounts collected online via ClubPay and remitted to club

· Liaise with Town Council on charges paid for use of facilities
· Prepare periodic accounts for committee

· Prepare annual accounts for AGM

Registration Secretary

· Collect registrations from managers
· Process registrations onto club database

· Maintain registrations to ensure club compliant with League/FA rules

· Send registrations to League for relevant years, being mindful of requirements regarding player eligibility and registration deadlines (eg start of season, weekly registrations/transfers, transfer deadlines)
· Assist managers with queries regarding registrations

Welfare Officer & Assistant Welfare Officer
· Ensure FA best practice regarding child welfare is maintained at all times
· Be point of contact and Leagues on Safeguarding matters

· Advise Club Committee on issues as they arise and assist managers with any Safeguarding problems
· By having two people handling the role it allows for one to take control of any incident should there be a conflict of interest with the other post holder
· Ideally one of these roles should be filled by a female due to the number of girls that play football in the Club

Fixture Secretary

· Be aware of all fixtures on various competition websites for League and Cup matches

· Update a standard fixtures form maintained in Excel

· Circulate fixtures form to relevant managers/Town council

· Alert managers to pitch clashes and assist in resolution thereof (very rare that a solution is not obvious) 

