JOB DESCRIPTIONS FOR VOLUNTEER ROLES

To ensure volunteers enjoy their involvement in rugby it is important to ensure that individuals are appointed to roles that suit their strengths and personality. All volunteers should fully understand what is expected of them regarding time, effort and commitment.

To avoid creating a negative experience because of misunderstandings relating to what is expected and required from them, develop an appropriate job description. 

CLUB CHAIRMAN

· To chair meetings and act as senior club officer throughout the year, by making decisions whenever the need arises, in consultation with other club officers when appropriate.

· To attend meetings in a neutral and uncommitted capacity and enable the group to have a meaningful discussion with a neutral person in the chair.

· To provide direction for the club by effective leadership and management

· Monitor and evaluate the progress of agreed actions – both short term and strategic.

· Ensure that succession and forward planning are integral and ongoing in the club

· Manage other Club Officers to ensure the delivery of their responsibilities

· Ensure that the two common elements mentioned above are in place and followed by members

· Ensure that the Club structure and responsibilities are transparent and available to the membership

· The Chairman must work in close liaison with the Executive Committee and Club Secretary
· The Chairman must also set the agenda for meetings and the agenda must be in line with the Club, Munster Branch and IRFU policies.

CLUB SECRETARY

· Responsible for the day-to-day business and administration of the Club.
· Maintain records of all members and former members of the Club.
· Provide such Club details as required by the IRFU/Branch.
· Manage and ensure action on Club correspondence including legal and insurance matters.
· Organise AGM, Executive Committee and Club meetings.
· Is responsible for the accurate record keeping of the minutes from meetings.
· Record and deal with disciplinary matters.
· Ensure all relevant forms and publications are with the responsible club officers and make the system available to members.
· Attend such meetings as required by the Executive Committee.
CLUB TREASURER

· To be responsible for the management of the Club finances in accordance with the decisions of the Executive Committee.

· Recommend action on financial matters to the committee

· To collect subscriptions and all money due to the Club

· To pay bills on behalf of Club and record the information

· To keep up-to-date records of all financial transactions

· Ensure all cash and cheques are promptly lodged to Club’s account(s)

· Ensure funds are spent properly

· Report regularly to the Committee on the financial position of the Club

· Prepare and present accounts for the end-of-year financial report and audit

· Financial planning including producing an annual budget and monitoring it throughout the year.

· To help prepare and submit any statutory documents that are required (e.g. VAT returns, PAYE and tax returns)

· Ensure Club pays all affiliation and competition fees.

VOLUNTEER COORDINATOR

· To provide a focal point for Volunteers and Volunteering within the Club.
· To facilitate the recruitment, retention, recognition, and reward of Volunteers within the Club.
· To appoint sufficient Volunteers to formulate Club Committees and sub committees, to organise and support Club activities and events.
· To ensure that new Volunteers are welcomed appropriately and are provided with all relevant information and support.
· To ensure individual Volunteers are given appropriate support and guidance to maintain their enthusiasm.
· To identify means of recognising and rewarding Volunteers.
· To attend Club events, matches, and social evenings to promote and encourage new Volunteers. 
YOUTH COORDINATOR

· Acts as link between the Club Executive and Age Grade section.

· Attend meetings on behalf of the Club Age Grade Rugby.

· Must ensure that all information relevant to all age grade rugby is circulated to volunteers, clubs and Branch.

· Ensure all information circulated is correct and reaches the relevant people.

· Must ensure the awareness of all Union, Branch and Club policies and that these policies are adhered to at all times.

· Ensure that all volunteers and players (age grade) are aware of all procedures and adhere to these procedures. Reports to Area Youth Committee on all matters regarding the age grade rugby in his club.

· Cannot make decisions without consultation with the Youth Committee or Club Executive.
MINI RUGBY REPRESENTATIVE

· Reports on all matters relating to Mini Rugby in the club.

· Ensure that all official policies and developments relating to mini rugby are adhered to.

· Ensure that mini rugby matters are dealt with sufficiently and according to procedures.

· Acts as link between the Youth Committee and Mini Rugby.

· Ensure that all information reported on, regarding mini rugby matters are correct.

· Cannot make decisions without consulting the Mini Rugby Committee, Youth Committee or Club Executive.

· Represent Club at Area meetings.
COACHES

· Responsible for selecting and preparing the team for matches.

· Must plan and prepare for training sessions and activities.

· Ensure all players get equal opportunity to take part in all club/team activities.

· Set the right example for players on and off the field.

· Educate players in the ethos of rugby and the values of being a true sportsman.

· Be fair in the treatment of all players at all times.

· Work closely with the club Youth or Mini coordinators

· Conform to all club and or IRFU policies on Young Children in Sport.

· Attend coaching courses.

· Ensure all activities are safe and supervised at all times.

MANAGER; TEAM HELPER OR ASSISTANTS

· Assist the team with administration and organisational duties.

· Liaise with the team and coaches regarding requirements for matches.

· Assist with the supervision of the players at all times.

· Work closely with club Youth and Mini Coordinators ensuring all club policies are adhered to.

· Communicate all information regarding the club and or fixtures to the team and coaches.

· Ensure all club and IRFU policies regarding Young Children in Sport are adhered to.

CHILDREN’S OFFICERS  
Aim:
To create a quality atmosphere and prioritise children’s needs within 

sporting organisations.

Functions:

· To act as a resource to all members in the province with regards to children’s issues.

· To ensure that children have a voice in the running of their club and can talk freely about their experiences in their sporting activities.

· To promote the values, attitudes and structures which make sport enjoyable for all participants.

· Monitoring of drop out rates and transfers ensuring that unusual developments or trends can be addressed.
· Communication with Branch and Club Officers to ensure widespread dissemination of materials, educational programmes and events relating to Children in Sport.
CLUB CHILDREN’S OFFICER

· Familiarisation with “Children First and our Duty to Care” ensuring they can act as an information source to club members.

· Commitment to attendance at training sessions in order to act as a resource to members in relation to children’s needs for club members.

· Encourage the involvement of parents/guardians in club activities to ensure each child enjoys their involvement in rugby.

· Attendance at meetings to ensure Child Welfare issues are being adhered to by the Club Youth, Mini and Senior Committees.

· To influence policy and practice within the club in order to prioritise children’s needs. 

· Liaise with other Children’s Officers at Club/Branch or National level.

· Keep a record of the Declaration of Intent returns from all age grade volunteers in the Club.

· Ensure adherence to all IRFU policies regarding Child Welfare by all age grade volunteers in the club. 

Children’s Officers do not have the responsibility of investigating or validating child protection concerns within the club and have no counselling or therapeutic role. These roles are filled by the Statutory Authorities as outlined in Children First and Our Duty to Care. 

It is, however, possible that child protection concerns will be brought to the attention of the Children’s Officer. In this event, it is essential that the correct procedures are followed, i.e. that reports are passed on immediately to the designated person with responsibility within the club for reporting to the Statutory Authorities.

DESIGNATED OFFICER/ PERSON

Every organisation should designate a person or persons to be responsible for dealing with any concerns about the protection of children. 

· The Organisation’s child protection policy and procedures should include the name of this person, his/her role and responsibilities and how he/she can be contacted.

· The person designated should ensure that he is knowledgeable about child protection and that he/she undertakes any training, considered necessary, to remain updated on new developments.

The role of the designated officer is to - 
· Establish contact with the senior member of Community Services responsible for child protection in the organisation’s catchment areas, i.e. 

· Child Care Manager or Principal Social Worker.

· Provide information and advice on child protection within the organisation.

· Ensure that the organisation’s child protection policy and procedures are followed and, particularly, to inform Community Services of relevant concerns about individual children.

· Ensure appropriate information is available at the time of referral and that the referral is confirmed in writing, under confidential cover.

· Liaise with Community Services / An Garda Síochaná and other agencies as appropriate.

· Keep relevant people informed within the organisation, particularly the head or leader of the organisation.

Ensure that an individual case record is maintained of the action taken by the organisation, the liaison with other agencies and the outcome suspected or actual cases of child abuse.
