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GALA CONVENOR

PURPOSE
To assist/organise a club event. At Stirling, run galas, ensure smooth running of events, liaising with venue and all participants/attendees/officials. Gala Convenor is a valuable role within the larger gala team of volunteers. It is a collaborative/reactionary role with programming/meet manager/AOE/Volunteers etc. Utilising an already existing resource to assist/organise a club gala along with the other team members.

Please note: attendance at our home meets will be required to fulfil this role.

MAIN FUNCTIONS AND DUTIES

Pre gala-
Meet with other team members to delegate/share duties required in preparation of gala.
Duties may include & are not limited to 
· Arranging timing equipment/radios
· organise consumables
· Social media posts
· Advertising & Marketing for events, send info to clubs & district
· Arrange Trophies & medals
· If needed, arrange Stop watches/ bells/ lap cards
· health & safety etc.
· Invite Referee and officials
· Arrange float for entry and programmes.
· If appropriate, arrange Child protection.

Day before gala-
· Attend venue to assist in set up. 
· Liaise with venue to ensure ready for meet. 
· Deal with any issues that arise.

Day of gala-
· Liaise with venue regarding timings/lunches/number/health & safety etc. 
· Welcome visiting teams. 
· Be point of contact between teams/venue/meet management/referee etc for any issues that may arise.

Post gala-
· Ensure venue is left how found. 
· Analyse meet/issues – update spreadsheet for future use if required.








SKILLS / ATTRIBUTES
· Good organisation and communication skills
· Enthusiastic
· Reliable and Trustworthy
· Team player

REQUIREMENTS
· To liaise with Club Coach, Committee, Treasurer
· To ensure accurate records are kept
· To report to Club Committee on activities
· If applicable liaise with Scottish Swimming
· Be a member of Scottish Swimming
· Sign and adhere to the Club’s Volunteer Code of Conduct

TRAINING AND SUPPORT
· Support of the Club Committee
· Shadow current Gala Convener
· Safeguarding and Protecting Children Workshop (renewable every 3 years)
· Require Club PVG.

TIME COMMITMENT
Time commitment can vary dependant on size and nature of club, and number of events attending.
2-3 galas per year currently.
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