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For the attention of Braunstone SC members


Vacancies at Braunstone Swimming Club
Fixture Secretary       
Disability Liaison Officer     
Social Secretary
JOB DESCRIPTION: Fixture Secretary
Accountable to:
Management Committee
SKILLS REQUIRED: 

· Well Organised

· Communication Skills

· Admin skills

MAIN DUTIES

· Responsible for the compilation and management of the club 12 months gala fixtures, in consultation with Gala Secretary, Chief Coach and Management Committee as appropriate.

· Issue fixtures lists annually to all club officers, officials, swimmers, notice boards and responsible for keeping fixture details updated on the website.

· Issue invitations for interclub galas and maintain list of attendees, returning acceptance slips to other clubs.

· Have access to list of officials and helpers and delegate organisation of officials and helpers for all interclub galas to other officers.

· Book pools and organise interclub galas when the host club.

· Negotiate and book coaches for away galas where approved by the committee 

· Pass on information from League Secretaries to Membership Secretary and Chief Coach regarding registrations, results and forthcoming league galas.

· To follow and promote the ASA Child Protection policy

JOB DESCRIPTION: DISABILITY LIAISON OFFICER

Accountable to: 
Management Committee
SKILLS REQUIRED: 

· Be familiar with the Disability Discrimination Act

· Interpersonal Skills

· Communication Skills

Main duties
· To liaise with the County Disability Liaison Officer.

· To attend a disability awareness course, Sport Coach UK’s “Working with Disabled Sports People”.

· To arrange disability awareness training for club volunteers, teachers and coaches.

· To identify any additional training needs within the Club in relation to providing opportunities for disabled people.

· To ensure that any disabled swimming members are aware of the competitive swimming opportunities available to them, both within and external to the ASA.

· To compile a list and contact details of local disability sports organisations.

· To develop links with local disability swimming clubs and disability sports organisations.

· To promote positively opportunities for disabled people through club publicity materials.

· To follow and promote the ASA Child Protection policy
JOB DESCRIPTION: SOCIAL SECRETARY
RESPONSIBLE TO: 
Management Committee

SKILLS REQUIRED: 

· Enthusiastic

· Well organised

· Communication skills

Main duties
· Organise non-swimming social events for the relevant members of the club as requested and approved by the Management Committee.

· Arrange approved social events in suitable venues meeting Health & Safety standards, on agreed dates.

· Inform committee members of arrangements.

· Publicise social events within the Club.
· To follow and promote the ASA Child Protection Policy.
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