
MANUAL OF
DESCRIPTIONS 
OF JOBS AT
FERNDOWN BOWLS 
CLUB



CLUB PRESIDENT

1. Attend as representative of the Club any functions to which the Club President is invited.
2. Be prepared to attend Bournemouth & District and Bowls Dorset meetings, if required.
3. Attend and Chair Club Management meetings, Spring Meetings and Annual General Meetings.
4. Attend Selection Committee meetings.
5. Act as Captain in League games if the Club Captain is not Playing that match.
6. Arrange one day of your choice to be called “President’s Day” to support a Charity of your choice.  It is your choice as to the format of this day.  (For information: - This Day starts at 14.00 pm and can comprise of playing a fun game of bowls (format of your choice) to be followed by a Tea. (Food to be supplied by members).  Any excess of income to be donated to the Charity.


VICE PRESIDENT  
(OPPOSITE GENDER TO PRESIDENT)

1. Deputise any events that the Club President is unable to attend.
2. Attend Selection Committee Meetings.
3. Attend Club Management Meetings.
4. Attend Spring Meetings and Annual General Meetings.


CLUB HON. SECRETARY
1. The Hon Secretary is responsible for the general correspondence and business of the Club.
2. Obtain all relevant information to be inserted in the Club’s Fixture Book.
3. Compile Fixture Book.
4. Liaises with the Printer to ensure printing of Fixture Book will be available to be handed out at the Club’s Spring Meetings.
5. Ensure every playing member receives a copy if the current Fixture Book.
6. Keep up to date records of all Members Names, Addresses, Telephone Numbers and E-Mail Addresses. To be in accordance with the Club’s Privacy Policy.
7. Compile and keep up to date current address labels of every member of the Club.
8. Arrange All Friendly Matches.
9. Arrange Management Committee and Executive Committee Meetings and keep proper Minutes of all such meetings.
10. Ensure Committee Members are aware of all forthcoming meetings and events.
11. Ensure Committee Members have copies of relevant papers for all meetings.
12. Ensure every Club Member receives a Notice of the Spring Meeting and Annual General Meeting.
13. Keep an Attendance Book to record all members attending Spring Meetings and Annual General Meetings.
14. Provide Section Secretaries with the relevant information obtained from Bowls Dorset Council meetings.
15. Arrange for Honours Boards to be updated prior to commencement of season.
16. Ensure sufficient Score Cards and Bowls Stickers are available for Members use.
17. Ensure supply of Application Forms are available for new members to complete.
18. On receiving Application form send out ‘Welcome Pack’ letter to new members together with Fixture Book together with two sets of wood stickers.
19. When invited attend any outside function.
20. Be the prime contact for KGV management committee.
21. Liaise with Bowls Club sponsors.
22. Arrange member coverage for Open days and Taster sessions.


HON. COMPETITION SECRETARY

1. Prior to start of season prepare competition entry forms and hand them to the Club Hon. Secretary for distribution at the Spring Meeting and to New Members, until it’s too late to be part of the draw.
2. Collect and receive all competition entry forms at the Spring Meeting.
3. In conjunction with the President/Vice President and both Club Captains, prepare Draw for the coming season’s competitions, and prepare the Team Selections for the Friendly Matches.
4. Compile Competition Sheets detailing forthcoming competitions and keep up-to-date.
5. Ensure all perpetual cups and trophies are to hand prior to Finals Day; arrange for the engraving of all said cups and trophies and arrange for new trophies for presentation at the Annual Dinner/Luncheon.
6. If possible attend Presentation Luncheon to oversee/present all awards for the season.
7. Ensure Club Hon. Secretary and Web Master has a list of all winners and runners up of all competitions for inclusion in next season’s Fixture Book.
8. Attend Executive Committee Meetings and Club Management meetings


HON. CLUB TREASURER

1. Collect and Bank: - 
 	Club Subscriptions at start and during the season.
		Entry Match Fees for all competitions.
		Collect all Leagues match fees.
		Collect sundry fees, Lockers, badges, shirts, ties, etc.
2. Pay all Affiliation fees and accounts.
3. Reconcile Bank, Deposit Accounts and Petty Cash.
4. Pay all incoming Invoices, expenses etc.
5. Keep proper accounts and prepare Balance Sheet for Audit prior to A.G.M.
6. Distribute current Balance Sheet of Accounts with the Agenda for A.G.M.
7. Give a Financial Report at the A.G.M.
8. Attend Club Management Meetings.
9. Attend Spring Meetings and Annual General Meetings.



LADIES SECTION HON. SECRETARY

1. Ensure Club Hon. Secretary has all relevant information for inclusion in the Fixture Book.
2. Ensure dates of the B & D League matches, Dorset League matches and Other matches are entered on the Rink Booking Sheets prior to commencement of season.
3. Arrange Section Meetings (when necessary) and keep proper Minutes of all such meetings.
4. Ensure Committee Members are aware of all forthcoming meetings and events.
5. Ensure Committee Members have copies of relevant papers for all meetings.
6. Ensure Members receive copies of Notice of Spring Meetings and A.G.M.
7. Attend and take notes of all B & D, Dorset League and Bowls Dorset Meetings.
8. Provide B & D with a list of all Playing Members prior to commencement of season.
9. Keep B & D advised of all changes to playing members (deletions and additions) during the season.
10. Ensure Committee Members are informed of all relevant matters from B & D & Dorset League.
11. Ensure all B & D, Dorset League and Bowls Dorset competition entries are put on the Ladies Notice Board and are returned to the appropriate persons by the due date.
12. Ensure all Lady Members receive the Names and Telephone Numbers of the Lady Members.
13. Ensure a list of the Ladies Names and Telephone Numbers is placed on the Ladies Notice Board.
14. Attend other Club’s Functions, when invited to do so.



LADIES CLUB CAPTAIN

1. Prior to start of season, purchase a Desk Diary (No More than two days per page) for Members to enter their Non-availability for League games.
2. Attend and  chair Selection Committee meetings, after which prepare Match Selections Sheet/Availability sheets showing players selected for forthcoming matches.
3. Prepare Score cards for forthcoming matches.
4. Prepare Match Results Cards with opposition Captain.
5. Ensure all players have indicated their availability to play – if not arrange substitutes as necessary.
6. Phone/E-mail League Secretaries of B & D and Dorset of results of home games as soon as possible that evening.
7. Send results cards to B & D and Dorset Secretaries as and when requested.
8. Wet Weather conditions: - Contact Groundsman to check if a match can be played or should be re-arranged.
9. Re-arrange cancelled League matches with opposition Club Captains; inform relevant League Match Secretaries accordingly and book rink (If home game).
10. Attend Executive Committee Meetings and Club Management meetings.


GENTLEMEN’S SECTION HON. SECRETARY

1. Ensure Club Hon. Secretary has all relevant information for inclusion in the Fixture Book.
2. Ensure dates of the B & D League matches, Dorset League matches, BETA and Percy Baker matches are entered on the Rink Booking Sheets prior to commencement of season.
3. Arrange Section Meetings (when necessary) and keep proper Minutes of all such meetings.
4. Ensure Committee Members are aware of all forthcoming meetings and events.
5. Ensure Committee Members have copies of relevant papers for all meetings.
6. Ensure Members receive copies of Notice of Spring Meetings and A.G.M.
7. Attend and take notes of all B & DBA, Dorset League and BETA league meetings.
8. Provide B & DBA, Bowls Dorset and BETA league with lists of all Playing Members prior to commencement of season.
9. Collect and distribute all relevant Rule Books, League Team Sheets and Team Score cards.
10. Keep B & DBA, Bowls Dorset and BETA advised of all changes to playing members (deletions and additions) during the season.
11. Ensure Committee Members are informed of all relevant matters from B & DBA & Dorset League meetings.
12. Ensure all B & DBA, Dorset League and competition entries are put on the Notice Board and are returned to the appropriate persons by the due date.
13. Attend Executive Committee Meetings and Club Management meetings
14. Attend other Club’s Functions, when invited to do so.


GENTLEMEN’S CLUB CAPTAIN

1. Prepare Non-Availability Sheets for Members to indicate whether they are available for League games.
2. Attend and Chair Selection Committee meetings, after which prepare Match Selections Sheet/Availability sheets showing players selected for forthcoming matches.
3. Prepare Score cards for forthcoming matches.
4. Ensure all players have indicated their availability to play – if not arrange substitutes as necessary.
5. Prepare Match Results Cards with opposition Captain.
6. B & D results for HOME matches MUST be entered via the internet direct to the ‘Horizon’ site.  The Result Card can either be scanned and attached to an e-mail to the B & D League Secretary or sent by first class post a.s.a.p.  If scanned, the Captain can still retain the Result Card.  
7. Dorset HOME game results to be e-mailed that day, if not, then posted by first class immediately after the game.
8. Wet Weather conditions: - Contact Groundsman to check if a match can be played or should be re-arranged.
9. Re-arrange cancelled League matches with opposition Club Captains; inform relevant League Match Secretaries accordingly and book rink (If home game).
10. Attend Executive Committee Meetings and Club Management meetings.



PERCY BAKER ORGANISER

1. On receipt of Fixture Lists, arrange matches accordingly.
2. Confirm Fixture List to Percy Baker League Secretary.
3. Inform Club Hon. Secretary of Fixture List for inclusion in Club’s Fixture Book.
4. Prepare selection sheet of games so members can confirm their availability.
5. Prepare and provide team cards to Captains for matches.
6. Collect team cards together with cash from Captains and pass to Treasurer.
7. Complete Results Cards and phone or e-mail results to Percy Baker League Secretary.
8. Keep records of matches and those playing in the teams.
9. Send results cards to Percy Baker League Secretary at end season.
10. Ensure tea/coffee is provided at beginning of home matches.


CLUB TRIPLES ORGANISER

1. Prior to start of season advise Club Secretary of the dates the Wednesday Evening Triples are to be played during the season so that the dates are entered in to the Fixture Book for that year.
2. Organise triples teams at the start of the season.
3. Collect Entry Fees and note entries at the start of the season.
4. Maintain the score lists throughout the season.
5. Advise Team Leaders when Groundsmen advises game is to be cancelled.
6. If possible, attend Wednesday Evening Triples to oversee the evening and ‘Ring the Bell’ when the last end is to be played.
7. Ensure the Rules of the Competition are upheld.


HON.  SOCIAL SECRETARY

1. Prepare a Social Calendar for the year to include, but not limited to: -
 	End of Season/Presentation Lunch
 	Christmas Party
 	Spring Buffett
 	Meers Cup Day
 	Coffee/Tea Mornings/Afternoons
2. Liaise with President/Vice President/Club Secretary to organise above events.
3. Ensure the preparations and cleanliness of the Clubhouse prior and following any social function at the Clubhouse.
4. To liaise with Web Master/Club Secretary to ensure all Social functions are advertised in advance.
5. Arrange with other Members of the Club to assist you with the above.
6. Attend Executive Committee Meetings and Club Management meetings




















SATURDAY TRIPLES CAPTAIN

1. Prepare Non-Availability Sheets for Members to indicate whether they are available for League games.
2. Attend Selection Committee meetings, after which prepare Match Selections Sheet/Availability sheets showing players selected for forthcoming matches.
3. Prepare Score cards for forthcoming matches.
4. Ensure all players have indicated their availability to play – if not arrange substitutes as necessary.
5. Prepare Match Results Cards with opposition Captain.
6. B & D results for HOME matches MUST be entered via the internet direct to the ‘Horizon’ site.  The Result Card can either be scanned and attached to an e-mail to the B & D League Secretary or sent by first class post a.s.a.p.  If scanned, the Captain can still retain the Result Card.  
7. Wet Weather conditions: - Contact Grounds man to check if a match can be played or should be re-arranged.
8. Re-arrange cancelled League matches with opposition Club Captains; inform relevant League Match Secretaries accordingly and book rink (If home game).
9. [bookmark: _GoBack]Re-arrange home league matches with opposition Club Captains in the event that too many home matches have been scheduled by B&DBA. Liaise with Groundsman accordingly.
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