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JOB DESCRIPTIONS INDEX


	1. 
	President

	2. 
	Vice President (Football)

	3. 
	Vice President (General)

	4. 
	Secretary

	5. 
	Treasurer

	6. 
	Registrar

	7. 
	Senior Coach

	8. 
	Reserves Coach

	9. 
	U.19’s Coach

	10. 
	Team Manager

	11. 
	Runner

	12. 
	Timekeeper

	13. 
	Head Medical Trainer

	14. 
	Medical Trainer

	15. 
	Goal Umpire (Club)

	16. 
	Boundary Umpire (Club)

	17. 
	Filed Umpire (Club)

	18. 
	Bar Operations

	19. 
	Catering Manager

	20. 
	Functions & Events Coordinator

	21. 
	Canteen Operations

	22. 
	Facility Management

	23. 
	Publicity Officer

	24. 
	Membership Coordinator

	25. 
	Sponsorship Coordinator

	26. 
	Merchandising Sales Coordinator

	27. 
	Marketing / Promotions Officer

	28. 
	Raffles Coordinator

	29. 
	Roster Coordinator

	30. 
	Volunteer Coordinator


President

Objective
· To provide strong and effective leadership for OAFC.
· To ensure OAFC promotes the participation and achievement of its football teams at the highest level and that all players are given the appropriate level of coaching and competition to promote their development within OAFC.

· Ensure OAFC is run efficiently administratively, financially and socially to support the on field activities.

· To provide support to the Executive and Committee to ensure the efficient operation of OAFC.

· To provide a safe and enjoyable recreational environment for members and ensure all football activities are played in a competitive and fair spirit.

· To promote the vision, strategy and trademarks of the OAFC.

Responsibilities

· Ensure any sub committee’s and committee members fulfil their responsibilities to OAFC.

· Preside at all meetings of the OAFC Executive and General Committees.

· Report activities of the portfolio to the members at the Annual General Meeting.

· Assist other Committee members in their duties as required.

· Undertake tasks at the request of the Executive or General Committee.

Relationships

· Reports to the Members and General Committee of OAFC.

· Ensure his/her delegates acts in the best interests of OAFC.

· Supports all officials, Executives and Committee Members.

Accountability

· The President is accountable to the Members and the General Committee.

· Provide a report on portfolio operations to the monthly General Committee meeting.

· Seek ratification as appropriate prior to committing OAFC to any financial expenditure or action.

Vice President (Football)
Objective

· To oversee all football related matters across OAFC.

· Provide leadership to all coaches, players, support staff and volunteers.

· To provide support to the President of OAFC.

· To provide support to the Executive and General Committee members to ensure the efficient operation of OAFC.

Responsibilities

· Assist other Committee members in their duties as required 

· Undertake tasks at the request of the President, Executive or General Committee 

· Coordinate formulation of the Football Operational Plan. 

· Appoint appropriate personnel, or ensure they are appointed, team managers, trainers, runners and other team support staff to ensure smooth running on game days. 

· Negotiate all clearances and player registrations in accordance with the VAFA rules  

· Coordinate delivery of the Football Operational Plan. 

· Liaise between players, coaches, Club Executive and General Committee. 

· Ensure all equipment is available as required by Coaches and/or VAFA and that it is in good working order – includes match balls.

· Ensure all support staff are in attendance and are provided with appropriate equipment to undertake their specific role. 

· Oversee the maintenance and management of all training and match equipment including goal post covers. 

· Coordinate submission of running sheets and match reports after both home and away games.

· Ensure players attending VAFA tribunal hearings are supported. 

· Ensure equipment, e.g. jumpers and footballs owned by Club are retained by Club. 

.Relationships

· Reports to the President and General Committee of OAFC.

· Supports all coaches, players, support staff and volunteers.

· Liaises with the Executive.

· Liaises with official OAFC suppliers and other key stakeholders.

Accountability

· The Vice President (Football) is accountable to the President and the General Committee.

· Provide a report on portfolio operations to the monthly General Committee meeting.

· Seek ratification from the President or appropriate Committee member prior to committing the Club to any financial expenditure or action.

Vice President (General)

Objective
· To provide support to the President of OAFC.

· To provide support to the Executive and General Committee members to ensure the efficient operation of OAFC.

Responsibilities

· Preside over meetings in the absence of the President.

· Assist other General Committee members in their duties as required.

· Undertake tasks at the request of the President, Executive or General Committee.

Relationships

· Reports to the Club President and General Committee of the Club.

· Supports all coaches, players, support staff and volunteers.

· Liaises with the Executive.

Accountability

· The Vice President is accountable to the President and the General Committee.

· Seek ratification from the appropriate Committee member prior to committing the Club to any financial expenditure or action.

Secretary
Objective
· To ensure that appropriate administrative support is provided to the President, Executive and General Committees and any sub committees.

· To provide a “whole of Club” planning focus to ensure the overall efficient management of OAFC functions.

· To manage business considered by the General Committee.

· To provide support to the Executive and Committee members to ensure the efficient operation of OAFC.

Responsibilities

· Establish a planning calendar for the year.

· Provide a coordinating and support role for OAFC sub committees.

· Formulate the annual operating plan and manage its ongoing administration.

· Provide secretarial support to the General Committee.

· Maintain an accurate copy of the Constitution of OAFC.

· Maintain a complete record of all activities of OAFC.

· Be familiar with the Rules of OAFC, VAFA, Football Victoria, AFL and any other body that has governance and to give advice to the President and Committee as required.

· Prepare minutes of all committee and general meetings of OAFC and distribute in accordance with the Rules of OAFC.

· Receive all correspondence directed to OAFC.

· Prepare and send correspondence in accordance with the direction of the President and General Committee.

· Report activities of the portfolio to the membership at the Annual General Meeting.

· Prepare a comprehensive report of all activities of OAFC for presentation to the membership at the Annual General Meeting.

· Assist other Committee members in their duties as required.

· Undertake tasks at the request of the President, Executive or General Committee.

Relationships

· Reports to the General Committee.

· Liaises with the Executive.

· Liaises with any sub committees.

Accountability

· The Secretary is accountable to the President and the General Committee.

· Provide a report on any aspect of portfolio operations to the monthly Committee meeting.

· Seek ratification from the appropriate Committee member prior to committing the Club to any financial expenditure or action.

Treasurer

Objective

· To ensure that a financial management system and reporting system is put in place and operable so that Executive and General Committee has an accurate, true and correct understanding of the financial status of OAFC at all times.

· To provide support to the Executive and Committee members to ensure the efficient operation of the Club.

Responsibilities

· Prepare the annual budget of the Club for presentation at the appropriate General Committee (usually February) meeting (the draft budget having earlier been formulated by the Club Executive)

· Ensure all officials and general committee members do not exceed authority ceilings for financial expenditure without reference to the General Committee.

· Promptly attend to general banking activities.

· Maintain appropriate accounts of all income and expenditure and associated audit trails, e.g. receipts.

· Report monthly to the General Committee on budget performance.

· Present all accounts for payment for approval.

· Prioritise payment of accounts.

· Make details of all accounts available to the General Committee and members as provided by Law.

· Oversee and seek reports of all other accounts held by sections of OAFC.

· Ensure any surpluses are invested wisely after approval by the General Committee.

· Ensure any taxation commitments are met by OAFC.

· Ensure OAFC finances are correctly audited.

· Report activities of the portfolio to the membership at the Annual General Meeting.

· Assist other General Committee members in their duties as required.

· Undertake tasks at the request of the President, Executive or General Committee.

Relationships

· Reports to the General Committee.

· Liaises with the Executive.

· Liaises with official Club suppliers and other key stakeholders.

Accountability

· The Treasurer is accountable to the President and the General Committee.

· The Treasurer shall seek ratification from the General Committee of a Club budget and thee after shall have the authority to act within the limits of the budget and strategy approve.

· The Treasurer shall provide a monthly report to the General Committee of all financial transactions.
Registrar
Objective

· To ensure all players are registered or transferred in accordance with the VAFA rules and regulations. 

Responsibilities 

· Register all new players within VAFA guidelines 

· Register copy of injury reports 

· Process insurance claims 

· Security of all teams players votes 

· Number of games played by player 

· To follow up with teams as players cannot play if registration not current 

· Follow up with Treasurer on outstanding fees 

· Pass onto Secretary all player contact details to ensure club database is always accurate.  

Relationships 

· Liaises with the Secretary and Treasurer 

· Liaises with all club members 

Accountability 

· Reports to President and General Committee
Senior Coach

Objective

· To provide coaching expertise and leadership for the OAFC senior football team which helps to achieve the overall aims and objectives of OAFC. 

Responsibilities 

· Develop/revise code of conduct for coaching staff and players that supports the objectives of OAFC on and off the field. 

· Establish as soon as possible a profile of all current players and a recruitment profile to supplement any perceived deficiencies. 

· Contact all current players as soon as practicable after the completion of the previous season to outline plans for the coming season. 

· Liaise with the Club Executive to recruit Assistant Coaches, Reserves Coach & Club 18 Coach.
· Liaise with Club Executive regarding appointment of U.19’s coaches. 

· Manage the recruitment of players in consultation with the Executive. 

· Provide recommendation to the Executive on suitable members of the Match Committee. 

· Develop and establish an appropriate pre season training program. 

· Provide recommendations to the Club Executive on the recruitment of appropriate football support staff. 

· Instruct the players placed under their care generally and to see that all players carry out sufficient training. 

· Liaise with U.19’s coach, appropriate coaches at OJFC & Club Executive to establish a consistent coaching policy throughout OAFC. 

· Assist with development of coaches of OJFC where possible or appropriate. 

· Act as Chairman of the Selection Committee, or liaise with the Club Executive to recruit / appoint an appropriate skilled and qualified person to the position. 

· Provide game day coaching expertise and leadership. 

· Attend Club functions as agreed 

· Provide regular reports to the General Committee throughout the season

Relationships 

· Liaises with the President and Executive
Accountability 

· Accountable to the President and Executive  
Reserves Coach
Objective

· To provide coaching expertise and leadership for the Reserves football team of OAFC. 

Responsibilities 

· In conjunction with Senior Coach develop/revise code of conduct for coaching staff and players that supports the objectives of the Club on and off the field. 

· Contact all current players as soon as practicable after the completion of the previous season to outline plans for the coming season. 

· In conjunction with Senior Coach assist recruitment of players in consultation with the Executive. 

· In conjunction with Senior Coach develop and establish an appropriate pre season training program. 

· Instruct the players placed under their care generally and to see that all players carry out sufficient training. 

· In conjunction with Senior Coach liaise with junior grade coaches to establish a consistent coaching policy throughout OAFC. 

· In conjunction with Senior Coach assist with development of junior players where possible and appropriate. 

· Provide game day coaching expertise for Reserves and assist Senior Coach.
· Attend Club functions as agreed.
Relationships 

· Reports to the President

· Liaises with the Executive
Accountability 

· Accountable to the Senior Coach & President

U.19’s Coach

Objective

· To provide the highest standard of coaching and development to the players in the U.19’s competition. 

Responsibilities 

· Apply the code of conduct for coaching staff and players that supports the objectives of OAFC on and off the field. 

· Contact all current players as soon as practicable after the completion of the previous season to outline plans for the coming season. 

· Develop and establish an appropriate pre season training program. 

· Provide recommendations to the Executive on the recruitment of appropriate football support staff. 

· Instruct the players placed under his care generally and to see that all players carry out sufficient training. 

· Liaise with other coaches to establish a consistent coaching policy throughout OAFC. 

· Assist with junior development at OJFC where possible or appropriate. 

· Provide game day coaching expertise. 

· Attend Club functions as agreed.
· Provide regular reports as required throughout the season. 

Relationships 

· Reports to the Executive

Accountability 

· Accountable to the Executive
Team Manager
Objective

· To ensure all off field football matters are dealt with efficiently and in a timely manner for the team.

· Provide administrative support to the coach and any football staff.

· Arrange the required support staff for games to take place.

· Support the coaching staff to make sure the required administrative and support arrangements are in place so that coaches and players can concentrate on the game.

Responsibilities

· Ensure the coach and players are provided with sufficient equipment (within guidelines set down by the  Executive) to ensure the efficient operation of the team

· Ensure all players are either currently registered with the VAFA or has an approved clearance from previous Club 

· Provide the Secretary with a list, in jumper number order, of all players and keep all players lists updated as every change is made

· Check jumpers are in good order at all times 

· Ensure other support staff has been appointed and are in attendance as required

· Ensure the integrity of best and fairest voting in accordance with OAFC policy

Game day responsibilities

Team sheets
· Complete, sign and give to umpire in accordance with VAFA rules.

· Ensure all players named on team sheet including runner and trainers and water boys are registered.

· Full names of players are required, first and surname and each player signs team sheet.

Goal kickers
· Ensure tally is kept during match.

· Goal kickers are to be recorded on the days running sheet.

· Goal kickers to be given to the opposition team manager or secretary at away matches and goal kickers obtained from the opposition at home matches.

OAFC best & fairest

· Vote cards are to be distributed prior to the match and collected after the match.

Players property

· Ensure players property is collected prior to each game and safely secured during matches.

· Boundary and goal umpires are to be arranged as required 

· All umpires are to be correctly attired in white shirt with either track pants or shorts.

Drinks

· Ensure player’s drinks are on hand at all times (liaise with trainers on the provision of drinks).

Trainer’s equipment

· Liaise with trainers to ensure sufficient equipment including towels are on hand.

Footballs

· Prior to home matches, ball is to be given to the umpire for inspection.

· Ensure ball is returned after the completion of the match.

Scores reporting

· Ensure scores are remitted through to VAFA by appointed time.

Statistician

· Ensure Statistician to be provided for the senior team (if required by the coach).

Scoreboard

· Team manager responsible for the organisation of scoreboard attendant at all home matches.

Transport of gear

· Team managers are responsible for the organisation of transport of gear to away matches.

Awards

· Determine, with appropriate football staff, best player awards for the team side 

· Prepare awards for distribution

Umpires

· Check with umpires within 10 minutes of finish of game that there were no reports (“all Clear”).

· If reports collect report and return to Secretary and advise any player involved that he will be required to attend the tribunal.

Relationships

· Reports to the Secretary

· Supports the coaches and match committee and other football staff as appropriate

Accountability

· The Team manager is accountable to Secretary and the Coach of that team which he/she manages
Runner
Objective

· To assist coach on match day by delivering messages to players during the match. 

Responsibilities 

· To deliver messages from the coach to players whilst each quarter is in progress. 

· To deliver the message as quickly as possible and return to the coaches box immediately. 

· The runner must not loiter on the ground. 

· The runner must not interfere with any players or officials throughout the game 

· The runner must be correctly attired in accordance with league requirements 

Relationships 

· Liaise with Coach, Coaching Staff and Team Manager 

Accountability 

· Reports to the team coach

Timekeeper
Objective

· To act as the official keeper of time for the duration of the match. 

Responsibilities 

· Keep time for each quarter of the match 

· Record on time cards the time taken to play each quarter 

· Lodge completed time cards with the Team Manager after the game has finished 

· Sound the siren in accordance with the procedures contained in the VAFA rules and regulations 

· Stop the clock used for timing of each quarter as required by VAFA rules and regulations 

· Perform any other function as may be directed 

Relationships 

· Reports to the Team Manager 

· Liaises with the umpires and the timekeeper from the opposition team 

Accountability 

· The Timekeeper is accountable to the Field Umpires officiating the game and the Team Manager
Head Medical Trainer

Objective

· To coordinate OAFC trainers 

· To manage OAFC insurance program 

· To oversee the management of player injuries 

· To provide support to the Executive and Committee members to ensure the efficient operation of OAFC 

Responsibilities 

· Ensure that all grades of football have sufficient numbers of skilled training staff to service training and match days. 

· Arrange training courses to ensure that all trainers are appropriately skilled in first aid and sports injury treatment. 

· Coordinate the management of player injuries and treatment to ensure that lost time due to injury is minimised. 

· Ensure OAFC meets any VAFA requirement regarding player insurance policy. 

· Coordinate a register of injuries to players. 

· Provide advice to injured players regarding access to insurance claims including scope of the likely benefit. 

· Manage and submit claims on behalf of injured player to the Insurer. 

· Reconcile claims and ensure players receive payments returned from insurer. 

· Assist other General Committee members in their duties as required 

· Undertake tasks at the request of the President, Executive or General Committee 

Relationships 

· Reports to the Vice President (Football) and Secretary 

· Liaises with any injured player and medical/training staff 

· Liaises with official OAFC suppliers & other key stakeholders 

Accountability 

· Accountable to the General Committee 

· Provide a report on portfolio operations to the monthly Committee meeting if required through Vice President (Football) 

· Seek ratification from the appropriate Committee member prior to committing the Club to any financial expenditure or action
Medical Trainer

Objective

· To provide medical treatment and advice to the Coach and players for the team allocated to his/her care. 

Responsibilities 

· Maintain a current First Aid and Sports Injury certificate. 

· Develop/revise code of conduct regarding injury treatment for coaching staff and players.  

· Provide recommendations to OAFC Executive on the recruitment of appropriate football support staff. 

· Ensure adequate supplies of strapping tape and medical supplies are available in accordance with OAFC policy. 

· Instruct the players placed under their care, in the treatment of any injury. 

· Be in attendance on team training nights as arranged by the General Committee member responsible for Trainers. 

· Wear appropriate attire as required by OAFC. 

· Be in attendance in the change rooms prior to the game at a time agreed upon with the team coach. 

· Provide game day medical support to all players. 

· Provide post game treatment of any injuries to players. 

· Provide regular reports to the relevant coaches on the state of any injury to any player. 

Relationships 

· Reports to the Committee member responsible for Trainers
· Liaises with the Secretary & Coaches 
Accountability 

· Accountable to the Vice President and OAFC Executive
Goal Umpire (Club)

Objective

· To umpire matches in accordance with the Laws of the Game 

Responsibilities 

· Determine whether a goal or behind has been scored 

· Signal that a goal or behind has been scored after being given the all dear or touched all clear by a field umpire 

· Record all goals and behinds scored by each team during a match 

· Report any player or official who commits a reportable offence 

· At the end of each quarter and at the end of each match, both goal umpires shall compare the score they have recorded. 

Relationships 

· Liaise with all other umpires officiating in the match 

Accountability 

· Reports to Field Umpire 

· Accountable to the Team Manager
Boundary Umpire (Club)

Objective

· To umpire matches in accordance with the Laws of the Game 

· Responsibilities 

· Determining whether a football is out of bounds or out of bounds on the full and signalling to the field umpire when that has occurred 

· Throwing the football back into play if it has gone out of bounds, when directed to do so by a field umpire 

· Determine whether a player has incorrectly entered the centre square (as indicated in the association/league rules and regulations) 

· Bringing the football back to the centre square after a goal has been scored 

· Reporting a player or official who commits a reportable offence 

Relationships 

· Liaise with all other umpires officiating in the match 

Accountability 

· Reports to the Field Umpire during the match 

· Accountable to the Team Manager
Field Umpire (Club)
Objective

· To umpire matches in accordance with the Laws of the Game 

Responsibilities 

· Apply the laws and their interpretations according to the spirit of the laws 

· Attend to the administrative requirements necessary for the successful staging of the game 

· Be aware of any modified rules pending the age group umpiring 

Relationships 

· Liaise with all other umpires officiating in the match 

Accountability 

· Reports to Team Manager 

Bar Operations
Objective

· Provide bar facilities to OAFC members & visitors on match days and functions. 

· To ensure a safe and comfortable environment for members through the implementation of the Responsible Management of Alcohol policy. 

· Ensure that bar operations are managed efficiently to meet budget requirements. 

· To provide support to the Executive and General Committee members to ensure the efficient operation of OAFC. 

Responsibilities 

· Provide bar services for all functions and events as required by the General Committee. 

· Coordinate bar staffing for all bar operations. 

· Ensure appropriate licences are held by Club and displayed as required. 

· Manage the sale of liquor in accordance with the provisions of the Liquor Control Commission licence as held by the Club. 

· To account for all purchases and sales of liquor. 

· Ensure sufficient supplies of liquor is available to meet the needs of all members and visitors. 

· Implement the Club Responsible Management of Alcohol policy. 

· Assist other Committee members in their duties as required. 

· Undertake tasks at the request of the President, Executive or General Committee. 

Relationships 

· Reports to the General Committee. 

· Liaises with the Executive. 

· Liaises with official OAFC suppliers & other key stakeholders. 

Accountability 

· Accountable to the OAFC Executive & Committee. 

· Provide a report on any aspect of the portfolio operations to the monthly General Committee meeting. 

· Seek ratification from the appropriate Committee member or President prior to committing OAFC to any financial expenditure or action.
Catering Manager

Objective

•
To provide appropriate catering for all events including training night dinners, home game lunches, after match activities and social events

•
To provide support to the Executive and Committee members to ensure the efficient operation of the Club 

Responsibilities 

•
Ensure that catering requirements for all club activities are met either by the engagement of external catering providers or by appropriate “in-house” arrangements

•
In consultation with the Canteen Manager, establish and maintain an adequate food safety and handling plan

•
Ensure that the kitchen equipment and other facilities are adequately maintained – when necessary in association with City of Glen Eira, to be fully operational at all times 

•
Establish an appropriate variety of quality and where possible nutritional meals for the regular Thursday night dinner program

•
Ensure the procurement of quality food products where necessary for the regular Thursday night dinner program

•
Establish an adequate support framework to assist in preparing and presenting “in house” meals i.e. volunteers or others to procure, prepare, cook and serve meals

•
Ensure the procurement of catering consumables e.g. plates, serviettes etc 

•
Account for all purchases and receipts

•
Assist other General Committee members in their duties as required 

•
Undertake tasks at the request of the President, Executive or General Committee 

Relationships 

•
Liaises with Canteen Manager, Bar Manager & Function/Events Coordinator

•
Reports to the General Committee  

•
Liaises with official OAFC suppliers & stakeholders 

Accountability 

•
Accountable to the Executive & General Committee 

•
Provide a report on any aspect of portfolio operations to  General Committee each month.
· Seek ratification from the appropriate Committee member prior to committing OAFC to any financial expenditure or action
Function & Events Coordinator
Objective

· To establish a broad social calendar for the season and end of season to provide a range of appropriate entertainment for all members and to enhance the appeal of OAFC to the wider community. 

· To provide support to the Executive and General Committee members to ensure the efficient operation of OAFC 

Responsibilities 

· Appoint a sub committee to program and organise social events for the Club. 

· Prepare a calendar of social events that will attract the widest involvement from all members prior to the commencement of the season. 

· Ensure that all social events held are at least cost neutral to the Club.   

· Assist other Committee members in their duties as required 

· Undertake tasks at the request of the President, Executive or General Committee 

Relationships 

· Reports to the President and General Committee 

· Liaises with all relevant committee members and any person responsible for and or running any social event under the OAFC umbrella 

· Liaises with official OAFC suppliers & other key stakeholders 

Accountability 

· The Functions & Events Coordinator is accountable to the President and the General Committee. 

· The Functions & Events Coordinator shall seek ratification from the General Committee of the social calendar including financial arrangements and shall there after have the authority to act within the limits of that arrangement 

· Provide a report on portfolio operations to the monthly General Committee meeting
Canteen Operations
Objective

· To provide an appropriate canteen service at all home games and at other times as agreed. 

· To provide support to the Executive and Committee members to ensure the efficient operation of the Club 

Responsibilities 

· Ensure that an adequate food safety plan is in place for canteen operations 

· Ensure that adequate equipment is available for providing the canteen services 

· Establish a menu of goods for sale that provides variety that will attract members and visitors to purchase goods from canteen 

· Ensure goods are purchased at the best (but not necessarily the cheapest) rates possible 

· Ensure that the canteen is open for business from the commencement of the first game at home games (or otherwise as agreed)
· Account for all purchases and receipts 

· Assist other General Committee members in their duties as required 

· Undertake tasks at the request of the President, Executive or General Committee 

Relationships 

· Reports to the General Committee through Bar & Catering Manager. 

· Liaises with the Executive 

· Liaises with official OAFC suppliers & stakeholders 

Accountability 

· Accountable to the Executive & General Committee 

· Provide a report on any aspect of portfolio operations to Bar & Catering Manager
· Seek ratification from the appropriate Committee member prior to committing OAFC to any financial expenditure or action
Facility Management

Objective
· To manage OAFC physical facilities of the clubrooms and buildings to ensure a high standard of safety and presentation for matches, training, events and other activities conducted from time to time 

· To provide support to the Executive and General Committee members to ensure the efficient operation of OAFC 

Responsibilities 

· Assist other Committee members in their duties as required 

· Undertake tasks at the request of the President, Executive or General Committee 

· Ensure the following cleaning works are completed: 

A. Change rooms

Cleaning is required:

1
The Thursday prior to a home match, following the completion of training

2 After a home match 

The rostered team is required to:

1
Sweep all floors, remove rubbish

2
Wash out both change rooms, both showers and the visitors trainers room

3
Restock toilet paper & soap from cleaners cupboard in trainers room

4
Empty bins into green bins and replace all bin liners, all areas

5
Remove lost property and place in designated area

6
Using a cloth and spray & wipe, clean all mud / marks from change room, trainers and shower room walls

7
Place any dirty towels, bandages or ice bags in the appropriate area

B. Oval rubbish collection

Rubbish collection is required following the completion of all home matches. Gloves are available for use.

The rostered team is required to:

1
Pick up loose rubbish and place in large green rubbish bins from all areas of the Reserve, ensure playground and other areas are also completed. 

C. Social room cleaning

Cleaning is required (also includes toilets, kitchen and umpires rooms): 

1
The Thursday prior to a home match, following the completion of training & team selection

2
After a home match

The rostered team is required to:

1
Empty all rubbish bins and replace bin liners as necessary.

2
Empty and clean butt tray outside front social rooms door.

3
Wipe clean front and rear entry glass doors.

4
Wipe down all tabletops. 

5
Wipe down all window ledges. 

6
Sweep and mop all vinyl areas, including behind bar, use disinfectant.

7
Return all glasses to bar sink for washing.

8
Return any crockery or cutlery to kitchen sink for washing.

9
Set up all tables, chairs and couches ready for next use. 

10
Clean marks off front of bar servery to floor level.

11
Polished floor area is to be mopped using mineral turpentine only.

12
Bagged rubbish is to be placed in large green outside bins.

13
All cleaning requisites are kept in the cleaning cupboard .

14
Vacuum all carpets. 

15
Replace used stocks of toilet paper.

16
Clean hand basins and toilets.

17
Sweep and mop all tiled floors. 

18
Turn off: lights, hot water services (kitchen & bar), and gas heater.

Relationships 

·  Reports to the General Committee 

·  Liaises with the Executive 

·  Liaises with official OAFC suppliers & stakeholders 

·  Liaise with the Roster Coordinator and players to undertake change room clean cleaning, social room cleaning and rubbish collection 

Accountability 

·  Accountable to the Executive & General Committee 

·  Seek ratification from the appropriate Committee member prior to committing OAFC to any financial expenditure or action 

·  Provide a report on portfolio operations to the monthly Committee meeting if required
Publicity Officer

Objective

· To provide support to the Executive and General Committee members to ensure the efficient operation of OAFC
· To maximise communication to OAFC stakeholders 

· To promote OAFC through regular publications 

· To promote the activities of OAFC in the local media including radio, newspaper and other mediums where appropriate 

Responsibilities 

· Assist all OAFC personnel in promoting the Club in the local and wider community 

· Undertake publicity tasks at the request of the Executive and/or Committee, or sub committees where required. 

· Manage any public comment concerning any situation or incident that may reflect on the public well being of OAFC 

· Assist other Committee members in their duties as required 

· Undertake tasks at the request of the President, Executive or General Committee 

Relationships 

· Reports to the President and Secretary 

· Liaises with the General Committee  

· Liaises with key stakeholders 

· Liaises with all local media outlets 

Accountability 

· Publicity Officer is accountable to the President and the General Committee 

· Seek ratification prior to committing the Club to any statement on the local press 

· Provide a report on portfolio operations to the monthly General Committee meeting 

· Seek ratification from the appropriate Committee member prior to committing OAFC to any financial expenditure or action
Membership Coordinator
Objective

· To provide coordination of OAFC membership activities. 

Responsibilities 

· Develop and maintain strategies for the ongoing expansion of the membership base of OAFC. 

· Develop proposal for membership fees and arrangements for the ensuing season for consideration by Committee. 

· Liaise with stakeholders to ensure membership fees reflect current opinions of various sections of the OAFC. 

· Provide to the General Committee as soon as possible after the completion of each season with recommendations for all membership types and fees for the ensuing year. 

· Ensure that tickets and related membership data are prepared for distribution. 

· Assist with the collection of membership fees from players and members. 

· Provide details of all members to the Club Secretary to maintain the OAFC data base of membership. 

Relationships 

· Reports to Secretary. 

· Liaises with President and Secretary. 

Accountability 

· Accountable to OAFC Secretary.
Sponsorship Coordinator
Objective

· To maximise the number of sponsors supporting OAFC and to maximise revenue from the sponsorship base. 

· To manage the relationship between OAFC and sponsors to ensure that all sponsors are serviced to a high level and are retained on a long term basis. 

· To provide support to the Executive and General Committee members to ensure the efficient management of OAFC sponsorship activities. 

Responsibilities 

· Develop a proposal, for ratification by the General Committee, for sponsorship packages to be offered by OAFC to attract as broad a sponsorship as possible. 

· Co-ordinate all sponsorship for all areas of OAFC. 

· Meet the sponsorship budget target set as part of the annual financial planning process. 

· Ensure all existing sponsors are contacted three months prior to the season commencement 

· Seek out new sponsors to supplement existing sponsors. 

· Ensure sponsors signage is in place and all other aspects of sponsorship packages are in place prior to the commencement of the season. 

· Arrange a sponsors dinner at an appropriate time of the year. 

· Ensure all sponsorship agreements are honoured. 

· Maintain contact with all corporate sponsors throughout the season. 

· Maintain strong relationships with all OAFC sponsors. 

Relationships 

· Reports to the President & Secretary. 

· Liaises with the General Committee. 

· Liaises with Sponsors. 

· Supports Sponsorship coordinators and any person responsible for providing services associated with sponsorships. 

Accountability 

· Sponsorship Coordinator is accountable to the President and the General Committee. 

· Provide a report on portfolio operations as required. 

· Seek ratification from the appropriate Committee member prior to committing OAFC to any financial expenditure or action. 

· The Sponsorship Coordinator shall seek ratification from the General Committee of sponsorship packages offered by OAFC and shall thereafter have the authority to act within the limits of the packages without reference to the General Committee.
Merchandising Sales Coordinator
Objective

· To provide support to the Executive and General Committee members to ensure the efficient management of OAFC clothing sales 

· To provide a range of reasonable priced clothing that will provide members and supporters with suitable attire to reflect professionally on OAFC 

Responsibilities 

· Prepare a report proposing a suitable range of clothing for sale for consideration by the General Committee at the commencement of the season 

· Arrange the wide promotion of clothing items to members, supporters and the community 

· Provide a convenient means by which orders can be placed for all clothing lines 

· Arrange the display of clothing lines in the OAFC social rooms prior to the commencement of each season 

· Ensure sufficient clothing stocks are maintained to ensure orders are filled promptly 

· Maintain strong relationships with approved suppliers of clothing lines 

Relationships 

· Reports to the President & Club Secretary 

· Liaises with the General Committee  

· Liaises with suppliers 

Accountability 

· Clothing Sales Coordinator is accountable to the Secretary and the General Committee 

· Provide a report on portfolio operations to the General Committee as required 

· Seek ratification from the appropriate Committee member prior to committing OAFC to any financial expenditure or action
Marketing / Promotions Officer
Objective

· To promote and market OAFC in a positive light at all times.  

Responsibilities 

· Develop / implement a promotional plan for OAFC
· Submit club and individual team results to the newspaper 

· Write media release regarding any news items and upcoming events 

· Submit club and individual team results to VAFA 

· Prepare newsletters and reports 

· Assist with attracting and securing sponsorship 

· Main contact person for all media requirements 

· Assist committee with marketing and new business ideas 

Relationships 

· Reports to the OAFC Executive 

· Liaises with the General Committee 

· Liaises with all media outlets 

Accountability 

· Accountable to the OAFC Executive
Raffles Coordinator
Objective

· To provide support to the Executive and General Committee members to ensure the efficient operation of Club raffles
· To maximise revenue through the conduct of approved raffles through the course of the year 

Responsibilities 

· Prepare a report detailing the conduct of all raffles for consideration by the General Committee at the commencement of the season
· Ensure all raffles are conducted ethically and responsibly
· Arrange all tickets and prizes for all approved raffles
· Coordinate the selling of raffle tickets through either rostered personnel or others as required
· Arrange necessary permits where required for major raffles
· Ensure all raffle are conducted as planned through the season 

Relationships 

· Reports to the President & Club Secretary
· Liaises with the General Committee
· Liaises with players and others rostered to undertake raffles 

Accountability 

· Raffles Coordinator is accountable to the President and the General Committee
· Provide a report on portfolio operations to the monthly General Committee meeting if required
· Seek ratification from the appropriate Committee member prior to committing the Club to any financial expenditure or action
Roster Coordinator
Objective

· To provide support to the Executive and Committee members to ensure the efficient operation of the Club rosters 

· To maximise contribution by Club players to enable a spreading of the workload required to conduct key operations and to assist and support our volunteers 

Responsibilities 

· Prepare rosters for the completion of identified tasks through the season 

· Distribute rosters to all participants and ensure they are aware of their responsibilities to complete the tasks 

· Liaise with Team Captains to ensure all rostered tasks are completed as scheduled 

· Conduct an information session at the commencement of the season to ensure that Team Captains are familiar with the tasks to be completed and aware of their responsibilities as captains 

Relationships 

· Reports to the President & Club Secretary 

· Liaises with the Club Committee  

· Liaises with Roster Team Captains and members 

Accountability 

· Roster Coordinator is accountable to the President and the General Committee 

· Provide a report on portfolio operations to the monthly Committee meeting as required 

· Seek ratification from the appropriate Committee member prior to committing the Club to any financial expenditure or action
Volunteer Coordinator
Objective

· To coordinate all OAFC volunteers to fill all positions required to ensure OAFC operations run smoothly at all times. 

Responsibilities 

· Attract and recruit new volunteers to OAFC 

· Develop clear job descriptions for all required tasks 

· Ensure the right person is found for each job 

· Identify ways of training volunteers if they do not have the required skills for the role 

· Supervise volunteers or allocate other members to supervise 

· Identify methods of recognising volunteers 

· Revise volunteer duties as needed 

· Communicate and liaise with committee members on a regular basis 

Relationships 

· Liaises with Executive and General Committee 

· Liaises with all club volunteers 

Accountability 

· Reports to OAFC Secretary
JOB DESCRIPTIONS

JOB DESCRIPTIONS
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