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Role & Responsibilities of the CLUB FIXTURE SECRETARY
Who will I be responsible to?


The Club Committee 
What is my role?

The main purpose of this role is to arrange friendly fixtures for all the club’s teams both home and away . Allocate details for home fixtures relating to league matches. Collate all details for away games. 
What else can you tell me about the role?

 You need to be organised and methodical in your work. Team captains need accurate information that they can rely upon.
You need to have good all round communication skills

You are the first port of call for any team wishing to contact the club and needs be contactable 24/7
The post is as part of the General Committee, and you should attend monthly meetings

How much time will I need to give to the role?

Approximately 5 hours per month.

What tasks are involved?

Tasks will include:

1. Arranging friendly matches for all teams as required.
2. Keeping the fixtures and results up to date on the club’s website
3. To have up to date contacts for all other clubs that we play
4. To contact the various league secretaries as and when required.
5. To re-arrange postponed league matches
6. To assist the Junior Co-ordinator in arranging junior matches
7. To book pitches as and when required, including social occasions

8. To pass details of pitch bookings to the Club treasurer.
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