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E9 Trophy and Medal Secretary job description


	Role

	Ordering medals for events throughout the year.  Collecting the trophies back for Club Champs, U10s and Summer BBQ. Overseeing the medal and trophy awards at events. 

	Skills & Qualities
· Organisational skills
· Ability to maintain confidentiality


	Main Duties
· Sourcing medals within price range for events such as U10s gala, Club Champs and CoStA Open Meet.
· Either manning the medal table at CoStA events to hand over winners’ medals and trophies, arranging support or arranging another persons to attend on your behalf.
· Maintaining a log of trophy winners.
· Communicating with winners of trophies from Club Champs and the Summer BBQ and asking for their return in time for the next event.
· Arranging for the Chairman’s Trophy to be engraved with the new volunteer’s name in time for the AGM.

	Commitment
· Busy in the run up to events and availability to attend events, as required.

	Beneﬁts to Self and Club
· The giving out of medals and trophies is certainly a rewarding job!

	Further Development Support
· [bookmark: _GoBack]Guidance to be provided by 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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