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E9 Leagues Meet Secretary job description


	Role

	Managing the Leagues Meet email account.  Along with the Coaches overseeing the entry into the annual leagues (Peanuts, Herts Major and Arena) and monitoring the administration.  Arranging the hosting when we, as a club, are asked.  Finding team managers for these events.

	Skills & Qualities
· Enthusiastic with a good knowledge of the club and its members
· Excellent communicator, with good verbal and written skills
· Administration skills, including word processing and use of Excel
· Organisational skills
· Ability to maintain confidentiality
· Ability to build relationships with others, both inside and outside of the club

	Main Duties
· Ensure entry into leagues is done on an annual basis
· Admin to swimmers for the coaches team choices
· Notify swimmers and monitor responses
· Arrange the relevant officials and Team Managers for each round of league events
· Arrange the hosting as and when we as a Club are asked

	Commitment
· A few hours in the week leading up to rounds 1, 2 and 3 of the three leagues we participate in.  League events start:
· October – Arena
· Herts Major League – January
· Peanuts - May

	Beneﬁts to Self and Club
· Enabling the Club to enter the above mentioned league events.
· Contribution to ensuring a well managed team in the local and London leagues.

	Further Development Support
· Guidance to be provided by the outgoing volunteer



Useful Websites
ASA webpage		www.swimming.org/asa
Sport England		www.sportengland.org
NSPCC			www.nspcc.org.uk
Volunteering England	www.volunteering.org.uk
CO-IT			www.do-it.org.uk
Volunteering Matters	www.volunteeringmatters.org.uk
Sports Coach UK	www.sportscoachuk.org
Hy-Tek			www.hy-tekltd.com
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