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club welfare officer (CWO)

RIGA VOLLEYBALL CLUB

ROLE DESCRIPTION

To be responsible for the implementation of good practice and child protection policies within the club.

sKILLS / qUALITIES REQUIRED

· Has attended the Sports Coach UK ‘Good Practice and Child Protection’ workshop

· Be approachable

· Good communication skills

· Discretion

· Has an understanding of child protection issues

· Good listener

Main duties

· Sign a Personal Disclosure Form and forward to the English Volleyball Association.

· Help the club follow the guidelines laid down in the EVA Child Protection Policy and Good Practice document

· Ensure that Good Practice and Child protection is an item on the club management committee agenda

· Ensure that all club personnel working with young people have received Child protection training

· To ensure all appropriate documentation and forms are completed in accordance with the EVA Child Protection Policies and Procedures

· Ensure that any persons including coaches, officials and volunteers, working within or acting on behalf of the club, who will come into contact with juniors (including Under 18 groups), complete a Personal Disclosure Form

· Forward a copy of an individuals Personal Disclosure Form to the EVA Chief Executive for immediate consideration should any issues or concerns arise

· Keep confidential records of all documentation in a secure manner so it can be produced should it be required for reference at a later date by the EVA Chief Executive

· Refer any concerns and/or allegations to the EVA Chief Executive immediately using the Child Protection Referral Form

· Ensure coaches, officials, volunteers, parents / guardians and juniors have access to the EVA Child Protection Policies and Procedures documents

· Undertake relevant training as required

Commitment

Attend the AGM and other relevant meetings, deal with issues as and when they arise.

JUNIOR DEVELOPMENT OFFICER
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RIGA VOLLEYBALL CLUB

ROLE DESCRIPTION

To manage junior club development 

sKILLS / qUALITIES REQUIRED

· Experience of working with young people

· Knowledge and understanding of child protection issues

· Good communication skills

· Effective people management skills

Main duties

· Responsible for co-ordination and implementation of Junior development programme

· To manage junior coaches, team managers and other volunteers as necessary

· To ensure that appropriate policies and guidelines are in place for junior members and those people working with juniors

· To represent the interest of junior members at management committee meetings

· To manage problems and issues arising from the junior section

· To work with other agencies such as local schools and local sports authority development units to improve / sustain club membership

· To review the activities of the junior section through feedback and evaluation on an annual basis

· To maintain data/contact details of our junior members

· To organise training and matches for our junior members

· To monitor and report on equipment usage by junior members and any replenishment needs.  

Commitment

Attend the AGM and other club meetings, deal with junior issues as and when they arise, continued junior development.

cHAIRPERSON
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RIGA VOLLEYBALL CLUB

ROLE DESCRIPTION

To co-ordinate the affairs of Riga Volleyball Club.

sKILLS / qUALITIES REQUIRED

· Good inter-personal skills

· Ability to behave impartially at all times

· Approachable

· Ability to control meetings effectively

Main duties

· To be responsible for managing the affairs of Riga Volleyball Club

· To direct and organise the Committee of Riga Volleyball Club

· To chair and control the meetings of the management committee and AGM

· Be familiar with the constitution of Riga Volleyball Club, the general rules for committee procedure, current affairs and business in hand

· Oversee decisions made by the management and other personnel

· In conjunction with the secretary and treasurer present the annual report and accounts respectively

· Be in consultation with the secretary with regards to the content of the agenda and minutes of meetings

· To keep open communication channels with members of the management committee and inform them of any instant decisions taken

Commitment

To chair the AGM once a year, deal with any club issues as and when they arise and attend club management meetings.

SECRETARY
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RIGA VOLLEYBALL CLUB

ROLE DESCRIPTION

To receive and disseminate information effectively and ensure the smooth running of club administration.

sKILLS / qUALITIES REQUIRED

· Good verbal and written skills

· Access to a word processor is desirable

· Good organisational skills

· Experience / knowledge of minute taking and administration skills are desirable 

Main duties

· To liaise with the club chairperson with regards to agenda content

· To take meeting minutes and distribute copies to committee members

· To be the main contact for the club

· To deal with the day to running of the club

· To respond to any correspondence as appropriate

· To pass on any information received to relevant parties / persons

Commitment

Attend the AGM and any other meetings, deal with any other arising club issues.

TREASURER
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RIGA VOLLEYBALL CLUB

ROLE DESCRIPTION

To manage Riga Volleyball Club finances and maintain accurate financial records. 

sKILLS / qUALITIES REQUIRED

· Must be honest and reliable

· Experience of producing accounts and budgets is desirable

· Access to a computer is advantageous and a working knowledge of spreadsheets and / or similar systems desirable

· Must be numerate

Main duties

· Responsible for all club finances

· To produce an annual budget and monitor expenditure

· Be responsible for payment of any monies to and from the club; providing receipts and keeping an up to date record of transactions

· To produce an end of year financial report for the AGM

· Regular report to the committee on the financial position of the club

Commitment

Attend AGM and have ongoing responsibility for club accounts.

TEAM SECRETARY
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RIGA VOLLEYBALL CLUB

ROLE DESCRIPTION

To co-ordinate the fixtures of a particular team within Riga Volleyball Club
and to have general responsibility for day to day issues affecting that team.

sKILLS / qUALITIES REQUIRED

· Good verbal and written skills

· Access to a word processor is desirable

· Good organisational skills
DUTIES (vollEYBALL ENGLAND)

· Be main team contact with VE National Office, receiving all player & competition correspondence (electronic & paper).

· Fixture Confirmation - draft fixtures released in May (approx.), liaise between players, coaches, venues & other team secretaries (both within Riga & other clubs) to confirm final set of fixtures.

· Player Registration - Official registration with VE.  Organising player transfers (in & out).

· Referee Appointment - Referees to be organised if not already been appointed by VE.

· Match Confirmation (Home Matches) - Confirming each NVL match (& Cup) between 21 & 14 days prior to match date in writing or email.

· Confirmation to be sent to opposing team secretary, both referees, divisional commissioner (competitions commissioner for Cup games).

· To Be Confirmed - Date of match, Venue, Travel Directions, Warm-up & Start Times, Availability of Post Match Refreshments.

· Scorer & Line Judges - Organise competent scorer & line judges for all home matches (2 line judges are required for EVERY match).

· Player Registration Cards - Making player registration cards available at start of EVERY match (NVL & Cup) to referees & match scorer.  If applicable, informing referees of any players ‘playing up’.

· Post Match Results (Home Matches) - Contacting VE results service (phone) as soon after conclusion of match as possible, relaying overall result, set scores, name of competition and match number.  Posting the top white copy of the match score sheet to VE National Office as soon after conclusion of match as possible.

DUTIES (riGA vOLLEYBALL CLUB)

· Attend the AGM and any other meetings, dealing with any matters that arise.

· Player Liaison - Provide players with any information that is 
required - e.g. fixtures, venue directions, committee decisions
(if appropriate).  Also act as first contact with regards to EVERY
players subscription costs.

· Sports Hall Booking - Confirm dates & times for all training
sessions & matches for forthcoming year.  At same time,
confirming any additional equipment required for matches and
any post match food, if applicable.

· Match Reports - Organise the writing of match reports as soon after conclusion of match as possible.  Match reports are then published on clubs website & in local press.
Commitment

Attend the AGM and other club meetings, deal with team specific issues as and when they arise and support the development of the team. 
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