
Sheffield United Cricket Club - Committee Roles and Responsibilities

President

The role of the President is to be the figurehead of the club.  They give direction, keep focus and give structure.  Their ultimate responsibility is to help take decisions on behalf of the committee following consultation with its members.

Responsible to:
Committee  
     Responsible for: (as appropriate)

Main Duties
Skills Required

· Attend  meetings and Annual General meeting

· Act as the ambassador and/or spokesperson for the organisation

· May be called upon to act as mediator

· Attend meetings with partners

· Attend functions

               
· Confident and Effective communicator

· Great organisation skills

· Ability to delegate duties

· An understanding of the  aims , objectives and  governance of the club

· Ability and knowledge to act as spokesperson for your organisation

· Unbiased and impartial

· Knowledgeable on equity issues

Chairperson:

The role of the Chairperson is to oversee the business of the meeting and to keep order among members.  They have overall control, giving direction, keeping focus and giving structure.  Their ultimate responsibility is to take decisions on behalf of the committee following consultation with its members.

Responsible to:
Committee  
     Responsible for: (as appropriate)

Main Duties
Skills Required

· Chair committee meetings and Annual General Meeting

· Ensure appropriate documents, including minutes are available for committee members

· Ensure that committee members are aware of their roles and responsibilities

· Act as the ambassador and/or spokesperson for the organisation

· May be called upon to act as mediator

· Attend meetings with partners.

· Deal with matters of club discipline

· Attend relevant league meetings.

· Approve player recruitment for seniors

· Oversee selection committee if required
· Confident and Effective communicator

· Great organisation skills

· Ability to delegate duties

· An understanding of the  aims , objectives and  governance of the club

· Ability and knowledge to act as spokesperson for your organisation

· Unbiased and impartial

· Knowledgeable on equity issues

Vice Chairperson:

The role of the Vice Chairperson is to support the Chairperson to oversee the business of the meeting and to keep order among members. Their ultimate responsibility is to take decisions on behalf of the committee following consultation with its members.

Responsible to:
Committee            Responsible for: (as appropriate)

Main Duties
Skills Required

· Supporting the organising of the Annual General and other meetings

· Keeping Records

· Liaising with members, post holders and external agencies

· Attend meetings with partners


· Confident and Effective communicator

· Ability to delegate duties

· An understanding of the aims and objectives of the club

· An understanding of the governance of the club

· Ability and knowledge to act as spokes person for your organisation

· Ability to be unbiased and impartial

Trustee

The role of the Club Trustees is to hold property, authority and be in aposit5ion of trust responsibility for the benefit of club. Their ultimate responsibility is to administer the club in the best interest of the beneficiaries. Help take decisions on behalf of the committee following consultation with its members.

Responsible to:
Committee  
     Responsible for: (as appropriate)

Main Duties
Skills Required

· Attend  meetings and Annual General meeting

· Carry out exact terms of the trust.

· Defend the trust

· Prudently invest assets

· Not to be in a position of conflict

· May be called upon to act as mediator

· Attend meetings with partners

· Ensure sustainability of trust

               
· Confident and Effective communicator

· Great organisation skills

· Not to delegate duties

· An understanding of the  aims , objectives and  governance of the club

· Loyalty

· Not to put yourself in a position of conflict

· Do not put trust at risk as against profit.



Secretary:

The Secretary is the principal administrator for the club.  This is a pivotal role in which the secretary carries out or delegates all of the administrative duties that enables the club and its members to function effectively.

Responsible to:
Chairperson             Responsible for: (as appropriate)

Main Duties
Skills Required

· Being the first point of contact for all enquiries

· Organising the Annual General and other meetings

· Taking and distributing minutes of meetings

· Keeping Records

· Liaising with members, post holders and external agencies

· Manage bucket email


· Confident and Effective communicator

· Great organisation/IT skills

· Ability to delegate duties

· An understanding of the aims and objectives of the club

· An understanding of the governance of the club

· Ability and knowledge to act as spokesperson for your organisation

· Ability to be unbiased and impartial

Membership Secretary:

The role of the Membership Secretary is to manage all aspects of membership including administration, liaison with members, and liaison/negotiation with insurance company as well as dealing with any insurance claims.

Responsible to: Committee               Responsible for: (as appropriate)

Main Duties
Skills Required

· Collect and acknowledge all membership subscriptions.

· Keep records of paid up members.

· Liaise with Treasurer on financial aspects.

· Liaise with coaches and registration secretary to ensure players are paid up members.

· Ensure regular communication with paid up members.

· Help recruit new members and chase up lapsing membership

· Provide a full list of club members with contact details.
· Great organisational skills

· Good Management skills

· Confident with good leadership skills

· Good listener and effective communicator

· Approachable and Friendly

· Ability to manage a membership database

Fixtures Secretary:

The role of the Fixtures Secretary is to plan and arrange all club/league fixtures, liaising with other clubs/organisations and taking into account league and championship events. Also to produce and distribute fixtures lists for all members.

Responsible to:
Committee

     Responsible for: (as appropriate)

Main Duties
Skills Required

· Arrange all club/organisation fixtures

· Produce fixtures card/list for all members to diarise (and post these on web site)

· Liaise with other clubs/organisations to arrange fixtures

· Ensure that members are aware of the fixtures

· Attend committee meetings

· Liaise with Registration Secretary
· Confident and Effective communicator

· Well Organised

· Good administration skills

Treasurer:

The treasurer is ultimately responsible for insuring that the finances of the club are organised and managed effectively through a specific and separate club bank account.

Responsible to:
Chairman
              Responsible for: (as appropriate)

Main Duties
Skills Required

· Managing all income and expenditure, including banking arrangements

· Managing legal requirements such as taxation and charitable status

· Reports regularly to the committee/chairperson on the club’s financial status

· Prepares /presents audited financial year end report to AGM

· Financial planning, budgeting and monitoring throughout the year

· Deal with insurance matters
· Good accountancy knowledge

· Great organisation skills

· Good administrative/IT skills

· Communication skills

· Attention to detail

· Ability to handle money and cheques carefully

· Confidence with numbers

Welfare Officer:

The Welfare Officer’s role is to promote the club/organisation’s policy and procedures for the protection of children and vulnerable adults.

Responsible to:
Committee

     Responsible for: (as appropriate)

Main Duties

(NB these duties should be reflect the ECB Safe hands policy)
Skills Required

· The distribution/display of leaflets/codes of conduct to members, parents and young people

· Advise on the development of activities for young people within the club/organisation

· Support the registration of all personnel involved in activities for young people within the club/organisation (CRB checks)

· Receive, record and pass on to the NGB Child Protection Officer, any concerns relating to the welfare of young people and vulnerable adults

· Attend committee meetings.
· Approachable and friendly

· Good listener/effective communicator

· Confident, with good leadership skills

· Great organisational skills

· Enthusiastic and a good motivator

· Knowledge of child protection policies and procedures and Criminal Records checks

· Knowledge of the Data Protection Act

· Ability to deal with confidential matters

· Tactful when dealing with sensitive issues

Club Captain & 1st Team Captain:

The role of the Club Captain and 1st Team Captain is to support the committee in the decisions made and to have an overview of all the senior and junior teams within the club. Their ultimate responsibility is player recruitments at 1st team level the management and selection of the 1st team including coaching.

Responsible to:
Committee            Responsible for: (as appropriate)

Main Duties
Skills Required

· Being a point of contact for all player related enquiries

· Supporting the Annual General and other meetings

· Complete duties associated in accordance with league rules

· Liaising with members, post holders and external agencies

· Attend and chair  the Selection Committee

· Attend relevant league meetings

· Organise senior practice
· Confident and Effective communicator

· Leadership

· Ability to delegate duties

· An understanding of the aims and objectives of the club.

· Ability and knowledge to act as spokes person for your organisation

· Ability to be unbiased and impartial

2nd, 3rd, 4th Team Captains:

The role of the Team Captains is to support the committee in the decisions made and to have an overview of all the senior clubs within the club and to support the players code of conduct. Their ultimate responsibility is player recruitments at their appropriate team level and the management and selection of their appropriate team. There is also a need to support the player pathway for junior members to move into the senior squad.

Responsible to:
Club Captain & Committee            Responsible for: (as appropriate)

Main Duties
Skills Required

· Supporting the Annual General and other meetings

· Complete duties associated in accordance with league rules

· Attending appropriate League meetings

· Submit score cards

· Attend the Selection Committee

· Be the main point of contact for your team.

· Attend relevant league meetings.


· Confident and Effective communicator

· Leadership

· Ability to delegate duties

· An understanding of the aims and objectives of the club

· Ability and knowledge to act as spokes person for your organisation

· Ability to be unbiased and impartial

Junior Representative: 

The role of the junior representative currently the junior chairman is to support the committee in the decisions made and to have an overview of all the junior section within the club. Their ultimate responsibility is to ensure the junior section is well organised and follows ECB guidelines in relation to junior sections. The junior sections responsibilities include coaching player development and the running of junior teams. The junior section should have their own committee which includes a welfare officer and club mark administrator.

Responsible to:
 General committee         Responsible for: (as appropriate)

Main Duties
Skills Required

· Supporting the Annual General and other meetings

· Complete duties associated in accordance with ECB guidelines

· Attending appropriate League meetings

· Ensure documentation is completed and  submitted

· Be the main point of contact for the junior teams.

· Attend relevant league meetings.


· Confident and Effective communicator

· Leadership

· Ability to delegate duties

· An understanding of the aims and objectives of the club

· Ability and knowledge to act as spokes person for your organisation

· Ability to be unbiased and impartial

· An understanding of ECB guidelines 

· An understanding of the governance of the club

Ladies Representative

The role of the ladies representative is to support the committee in the decisions made and to have an overview of all the ladies section within the club. Their ultimate responsibility is to ensure the ladies section is well organised and follows ECB guidelines. The ladies section responsibilities include coaching  player development and the running of a ladies team. 

Responsible to:
 General committee         Responsible for: (as appropriate)

Main Duties
Skills Required

· Supporting the Annual General and other meetings

· Complete duties associated in accordance with ECB guidelines

· Attending appropriate League meetings

· Ensure documentation is completed and  submitted

· Be the main point of contact for the ladies.

· Attend relevant league meetings.


· Confident and Effective communicator

· Leadership

· Ability to delegate duties

· An understanding of the aims and objectives of the club

· Ability and knowledge to act as spokes person for your organisation

· Ability to be unbiased and impartial

· An understanding of ECB guidelines 

· An understanding of the governance of the club

Website Administrator:

The role of the Website Administrator is to support the committee in the decisions made.

Their ultimate responsibility is to ensure that the website is regularly kept up to date in a professional manner.

Responsible to:
Committee            Responsible for: (as appropriate)

Main Duties
Skills Required

· To keep the website up to date

· To ensure that it complies to web site guidance


· Confident and Effective communicator

· An understanding of the aims and objectives of the club.

· Ability and knowledge to act as spokes person for your organisation

· Ability to be unbiased and impartial

·  Relevant IT  skills

· Good grammar skills

Club Mark administrator:

The role of the Club Mark Administrator is to support the committee in the decisions made.

Their ultimate responsibility is to ensure that the club achieves ECB club mark accreditation and that the club is complying with national guidelines.play 

Responsible to:
Committee            Responsible for: (as appropriate)

Main Duties
Skills Required

· To complete all documentation in relation to achieving ECB club mark accreditation

· To ensure that the play cricket site is kept up to date in relation to club mark documentation .


· Confident and Effective communicator

· An understanding of the aims and objectives of the club.

· Ability and knowledge to act as spokes person for your organisation

· Ability to be unbiased and impartial

·  Relevant IT skills

· Good grammar skills

· Ability to be unbiased and impartial

· Accurate at  inputting information

· Contentious

· Good record keeper



Play Cricket Administrator:

The role of the Play Cricket Administrator is to support the committee in the decisions made.

Their ultimate responsibility is to ensure that the play cricket website is regularly kept up to date in a professional manner.

Responsible to:
Committee            Responsible for: (as appropriate)

Main Duties
Skills Required

· To keep the website up to date

· To ensure that it complies to web site and ECB guidance

· To provide accurate information.


· Confident and Effective communicator

· An understanding of the aims and objectives of the club.

· Ability and knowledge to act as  a spokesperson   for your organisation

· Ability to be unbiased and impartial

· Relevant IT skills

· Accurate at inputting information

· Conscientious

·  Good record keeper

20/20 Administrator:

The role of the 20/20 Administrator is to support the committee in the decisions made. Their ultimate responsibility is to organise the 20/20 tournament ensuring that it fits in with the SUCC playing calendar.

Responsible to:
Committee            Responsible for: (as appropriate)

Main Duties
Skills Required

· Organisation of 20/20 tournament

· Attracting Sponsorship for the event

· Team entries

· Staffing on the day

· Health & safety

· Promotion

· Refreshments


· Confident and Effective communicator

· Leadership

· Ability to delegate duties

· An understanding of the aims and objectives of the club.

· Ability and knowledge to act as spokes person for your organisation

· Ability to be unbiased and impartial

20/20 Match Day Organiser:

The role of the 20/20 Match Day Organiser is to support the 20/20 Administrator in the coordination of the event. Their ultimate responsibility is to be available on the day and be a point of contact for all participants, volunteers and officials.

Responsible to:
20/20 Administrator & Committee            Responsible for: (as appropriate)

Main Duties
Skills Required

· Event Management on the day

· Team entries

· Staffing on the day

· Health & safety

· Promotion

· Refreshments

· Raffle

· Liaise with Social Secretary and Treasurer

                      
· Confident and Effective communicator

· Leadership

· Ability to delegate duties

· An understanding of the aims and objectives of the club.

· Ability and knowledge to act as spokes person for your organisation

· Ability to be unbiased and impartial

· A flexible and adaptable approach

Selection Committee:

The role of the selection committee is to support the committee in the decisions made.  Their ultimate responsibility is to ensure that the strongest teams are picked for the relevant matches .

Responsible to:
Vice Chairman & Committee            Responsible for: (as appropriate)

Main Duties
Members

· Supporting the Annual General and other meetings

· Complete duties associated in accordance with league rules

· Attending appropriate League meetings

· To pick teams for forthcoming fixtures


· Club Captain (To chair)

· 2nd, 3rd, 4th team captains

·  Chairman (To attend when impartiality is required)



Fundraising Committee:

The role of the Fundraising Committee is to promote, market and raise awareness of the club in order to increase funds through sponsorship and the establishment of long-term fund-raising relationships as well as developing new and imaginative fund-raising ideas, some if which may mean working with different media to promote and market the club and obtaining grants where relevant.

Responsible to:
Committee

     Responsible for: (as appropriate)

Main Duties
Skills Required

· Identify where funding is required.

· Build and maintain long-term fundraising relationships.

· Identify and approach potential sponsors/donors.

· Identify and seek potential funding opportunities

· Raise awareness.

· Work with media outlets to promote market and advertise forthcoming events.

· Engage club and organisation members in fund raising events-based activities.

· Report writing.

· Manage and update databases.

· Organise match day raffles

· Liaise with Treasurer.

· Liaise with Social  Secretary


· Ability to research, plan and devise strategies.

· Confident and effective communicator..

· Ability and knowledge to act as spokes

 person for your organisation.

· Computer literacy and working knowledge of word and Excel spreadsheet helpful.

· Creative and Innovative.

· Enthusiastic.

· Good motivational skills.

· Ability to remain positive in stressful situations.

· A flexible and adaptable approach.

· Research capability

 Social Secretary

The role of the social secretary is to support the committee in the decisions made.  The ultimate responsibility is to ensure that a varied and well attended annual social programme is held.

Responsible to:
Vice Chairman & Committee            Responsible for: (as appropriate)

Main Duties
Members

· Supporting the Annual General and other meetings

· Plan a varied programme of social and fundraising events including the annual club presentation night.

· Attending appropriate  meetings

· Liaise with fundraising committee.

· Liaise with Treasurer

· Raise awareness

· Engage club members in social and fundraising initives

· Organise match day raffles


· Creative and innovative

· Enthusiastic

· Good motivation skills

· Ability to remain positive in stressful situations.

· A Flexible and adaptable approachable

· Good organiser and communicator



