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Open Meet Promoter
Introduction
The Open Meet Promoter has overall responsibility for the planning, licensing, administration and running of all meets hosted by Team Bath AS.

Skills and ability needed
· You will have an excellent attention to detail.
· You will be confident in taking the lead in the organisation and running of events. 
· You will have good computer skills.
· You will be able to build and maintain successful relationships with other Clubs, stakeholders and the Regional Licensing Officer (RLO).
· You will have the ability to motivate and instruct the Open Meet Sub Committee and follow up on the progress of actions undertaken by the Sub Committee. 
· You will have the ability to meet external and internal deadlines and manage license applications.
· You will be meticulous administration and record maintenance skills.
· You will have the confidence to make decisions regarding open meets and ensure meet license conditions are fully implemented.

[bookmark: Skills]Main areas of responsibility
· To plan and publish the open meet calendar in conjunction with coaches, the Management Committee and any other stakeholders. 
· To adhere to licensing requirements/deadlines for open meets and managing the application process with the RLO.
· To prepare meet packs. 
· To advertise and promote open meets to club members and the wider swimming community/target clubs.
· To administer/process/validate/publish open meet entries from participating clubs. 
· To be responsible for leading the Open Meet Sub Committee to ensure the smooth running of the event. 
· To liaise with Treasurer regarding invoicing and entries as required.
· At the Meet: 
· To be responsible for all meet administration and running the organisers office.
· To liaise with nominated volunteer leads over the recruitment of volunteers and officials.
· To be responsible for the safe conduct of the event understanding who is responsible for ensuring health and safety standards are adhered to both in the set-up and throughout the event. This will involve the facility teams including lifeguards, referees and implementing the Club health and safety officers risk assessment.
· After the event: 
· To publish results and ensure records are kept to required standards.

Required Commitment
Ongoing commitment to ensure the annual open meet program is planned and implemented successfully. 

Available support
· Access to resources and guidance via the ‘Club Hub’.
· Direct contact with and support from the Swim England Club Development Officers
· Direct contact with and support from the Swim England Volunteering Team.
· Access and support from other Swim England teams as required by your club, including (but not limited to), membership, Institute of Swimming, England Talent Teams, and Discipline specific Development Officers.

Benefits for you!
Contribution to providing a competitive environment for young persons to enjoy swimming. This is a hugely important role that ensures a significant and essential financial contribution to the Club.

Training requirement
· Current Safeguarding and Protecting Children certificate.

Further information and help is available at:
http://www.swimming.org/swimengland/licensed-meets-information-clubs/
Which includes a section on the Swim England Licensing Criteria (effective from 27th January 2020).
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