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Volunteer job description
	Volunteer Job Title

	Fixtures Secretary 

	Name, address and telephone number of Club /Organisation


	

	Name of volunteer contact:


	

	Type of Volunteering:
	Arrange all club fixtures
Produce fixtures card/list for all members

Liaise with other clubs/organisations to arrange/rearrange fixtures

Ensure that all members are made aware of club fixtures

Attend committee meetings

	Main Purpose of Volunteering:
	To ensure a healthy fixtures calendar

	Responsible to:


	The Committee

	Competencies / Experience required:
	Confident and effective communication skills
Excellent organisational and administration skills

IT literate

	Qualifications needed:
	None

	Commitment required:


	Approximately 6 committee meetings a year plus use of own time to arrange fixtures and communications

	Support/Training received:


	Provided by cub if need be

	Is this Volunteer Opportunity open to disabled persons?
	Yes


INSERT


CLUB


LOGO


HERE








[image: image1.jpg]

