	Post Title
	Competition Secretary - two or three

	Purpose of post:
	To act as focal point for communication regarding competitions and gala’s 

To ensure that swimmers entries into gala’s are entered timeously and accurately

	Responsibilities:
	To receive fully completed gala entry forms and monies from swimmers/parents

Incomplete entries and irregular entries to be returned to coach/parent

To list all swimmers/monies received – pass entry money to treasurer

To ensure entries are emailed/posted adhering to closing dates
Summary form is completed passed to treasurer who will organise payment 

Meet with squad managers approximately once month 

	Contact within Club:
	Parents, swimmers, coaches, committee members,

	Contact outside of club:
	County, Regional and National ASA and meet managers

	Contact:
	Linda Breeze or Linda Joyce
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	Post Title
	SOCIAL GROUP (at least one rep from each squad)

	Purpose of post:
	To organise activities where swimmers and their families can interact socially outside of training

To identify and initiate activities which may be used to raise additional funds for the Club

	Responsibilities:
	To organise Club Parties (Christmas, Presentation evening, Halloween yearly) and others as required

To meet monthly with other members of the group to arrange, identify activities

To identify other ‘social activities’ i.e. squad events, sports day etc

Direct hiring of venues, catering, disco etc

Agree with Committee/Treasurer agreed budgets

To encourage members to participate in activities

To advertise activities on notice board and on website

	Contact within Club:
	Treasurer, Committee, Parents

	Contact outside of club:
	External providers e.g. venues, catering etc

	Contact:
	Linda Breeze
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	Post Title
	Fundraising Committee (at least one from each squad)

	Purpose of post:
	To identify and organise fund raising in order to bring in revenue to the Club

New audit regulations must be adhered to at all times 

	Responsibilities:
	Organise raffles and prizes at organised Club parties and all Gala’s

To meet monthly with other members of the group to discuss and identify fund raising

Identify fund raising opportunities e.g. bag packing, and organise ad hoc raffles e.g. Easter raffle, name the bear, etc

All audit forms to be completed and rules adhered to

All monies collected handed to treasurer adhering to audit regulations

Prize winning tickets, numbers displayed on notice board and on website for agreed length of time

	Contact within Club:
	Treasurer, parents, committee

	Contact outside of club:
	Private organisations to organise back packing, donations of prizes

	Contact: 
	Sheree Wilson/Linda Breeze
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