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E9 Officials Officer job description

	Role

	To co-ordinate and manage the clubs officials for galas – both external and internal.  To encourage new volunteers to train as officials and ensure existing club officials engage in the training process to further their qualifications.

	Skills
· Be an active official – minimum of level J1 (in training) qualification
· Understand the requirements of officials for each type of gala – licensed and unlicensed – in terms of numbers and levels required
· Be able to proactively communicate and liaise with required personnel both inside and outside the club
· Be comfortable with using the Internet
· Able to manage spread sheets and send/receive e-mails using the CoStA officials mailbox

	Main Duties
· Manage the club officials’ details and qualifications on a spreadsheet.  This is to be updated when changes are made – new officials or qualifications. A PDF version to be produced for the club website.
· Co-ordinating officials for Open galas with the club’s Open Meets Secretary (OMS). This includes identifying the Open gala requirements, creation of the officials’ request to attend (Internet based using Doodle Poll or similar), and sending an e-mail to relevant club officials (may include follow-up) and informing the OMS or the external club of officials offering.
· For the club’s own galas (Club Champs, Sprint Night, etc), the co-ordination of the club officials is required in the same way at the Open galas (above), however will also include co-ordination of external officials (if required) and the securing of senior officials required for the galas. Also required for these galas is the preparation of the officials signing sheet and liaising with the lead referee for the gala on officials’ roles.
· Being aware of the Hertfordshire officials’ training process and schedules and ensuring this is communicated sufficiently to the clubs officials and any prospective officials.
· Co-ordinate timekeeper training (club only), when necessary. This has typically been once every two years (every year if there is demand) and requires liaising with Hertfordshire officials to run the course. 
· Attend the Hertfordshire Officials Forum (usually quarterly).
· Liaise with the club’s Officials Advisor, as required.
· Attend club committee meetings, if required

	Commitment
The time commitment does vary from week to week, however a typical week would be a couple of hours with more when supporting an internal gala.

	Beneﬁts to Self and Club
· The Officials Officer is a critical role to the club as it ensures that CoStA is providing sufficient numbers and levels of officials to galas. The role is, therefore, high profile in the club.
· Significant interaction with senior officials in Hertfordshire, which increases both the Officials Officer’s and club’s profiles within Hertfordshire.
· Strong understanding of the licensing requirements enables guidance to the club (Committee) in planning future galas.

	Further Development Support
Full handover and support to be provided by the outgoing volunteer.  In addition, the Officials Advisor will provide ongoing guidance and support.



Useful Websites
ASA webpage		www.britishswimming.org
East Region 		www.eastswimming.org.uk/swim/
Herts ASA		www.hertsasa.org.uk
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