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POSITION DESCRIPTION

GENERAL COMMITTEE

COSTUME CO-ORDINATOR
Greater Valley Calisthenics Club is a not-for-profit run club and as such, relies heavily on its volunteers for a successful year.

The following is designed to provide clear job descriptions.  Outlining the expectations of each volunteer.  This enables the club to prevent overwork and assist with future recruitment.

Successful management committee members pay personal attention to fellow volunteers – we encourage our volunteers to get to know each other and show an interest in what is happening in their lives.  Understand the motivation of our volunteers.  Efforts made by individual volunteers should be acknowledged in a timely manner.  The club endeavours to display both formal and informal recognitions.

It is important to encourage volunteers to develop their skills and assist them to assume additional and greater responsibilities.

Committee members must exercise their powers and discharge their duties with reasonable care and diligence:

· In good faith in the best interest of the Club; and

· For a proper purpose

Committee members and former committee members must not make improper use of:

· Their positions; or

· Information acquired by virtue of holding their position – so as to gain an advantage for themselves or any other person or to cause detriment to the Club
Working with Children’s Check:

· In accordance with the compulsory Child Safety Standards (1/1/2017) all Club volunteers must provide a current Working with Children’s Check to Club Administrator.

· No volunteers or team managers will be permitted to participate in any volunteer roles without first providing a copy of their card.
Reporting To:
Responsible For:
· Maintenance of timeline for costume requirements
· Discussion of costume requirements with coaches

· Encouragement of the use of pre-made costumes first if they suit

· Liaison with coaches for the making of new costumes; style, fabric adornment

· Liaison with Costume Team for the making of new costumes and revamping of pre-made costumes and headpieces
· The making of props (encourage parents and volunteers)

· Co-ordinate the hiring of costumes and props and liaison with Treasurer

· Liaison with Treasurer for budget forecasting for current calisthenics year

· Co-ordinate the purchasing of fabric, sequins, beads, trims etc including prop materials
· Working with the committee and treasurer for funding 

· Hand in to treasurer receipts of items purchased with a brief description (e.g. What section it was purchased for)

· Liaison with coaches for wigs (if required) arrange a day to colour match and maintenance of pupil register
· Liaison with Team Managers to hand out costumes to parents with instructions for decorating with beads, trims etc

· Arrange to have all instructions put on the website.

· Arrangement of dress rehearsal – must be in attendance for the whole day to take notes for final completion of costumes

· Liaison with coaches, team managers, costume team for the covering of rods and clubs to match costumes.

· Purchasing of contact to cover rods and clubs (check supplies first)
· Ensure all costumes are named

· Co-ordinate the hiring of body and arm boards (sign in and sign out book)

· Provide to the Treasurer a list of students for invoicing of outsourcing of costumes to be sequinned etc

· Co-ordinate the list of students hiring costumes for solo competitors where requested

· Liaison with Team Managers pre-competition season for the collection of headpieces and props.

· Co-ordinate the collection of all headpieces, costumes, props at end of year concert.

· Have a list of volunteers to wash costumes.

· Provide to website all communication for students regarding costumes.

· Taking on nominated duties as required by President
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