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POSITION DESCRIPTION

GENERAL COMMITTEE

COMPETITION 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 a 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 bot 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.
Report To:   

Responsible For:
· Overall co-ordination of annual Competition
· Liaise with Treasurer for projection of budget
· Monthly reporting of progress of competition status to General Committee
· Set entry fees

· Handle all enquiries, incoming and outgoing correspondence for the competition

· Organise raffle

· Liaise with Fundraiser and in conjunction with Team Co-ordinators for any requirements for the competition 
· Determine number and eligibility of all entries

· Determine weekend program considering number of entries, mix of divisions and basic time factors

· Arrange appointment of adjudicators
· Arrange accommodation for adjudicators 
· Catering for Adjudicators
· Liaise with adjudicators regarding points for lower divisions if necessary

· Forward time-table for adjudicators approval

· Send confirmation of entries and programs to soloists and teams

· Arrange printing of program for competition, concert
· Organise all trophies and medals – coaches awards, end of year concert and competition
· Booking of venues year to year – competition, dress rehearsal and concert

· Liaise with coaches for dress rehearsal program

· Liaise with Treasurer for projected budget for purchasing merchandise for stall including badges

· Booking of videographer, photographer for competition, concert

· Roster for competition, concert and dress rehearsal utilising volunteers, committee members to ensure smooth running

· Provide to website all communication relating to competition, dress rehearsal and end of year concert.
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