
SARUM ORIENTEERING CLUB
FIXTURES SECRETARY – JOB DESCRIPTION

JOB TITLE:


Fixtures Secretary


RESPONSIBLE TO:

The Club Committee

SKILLS REQUIRED:

· Good admin skills

· Well organised

· Able to keep records

· Honest

· Good people skills
· Motivated & Enthusiastic
· Flexible
· Prepared to give time commitment

JOB PURPOSE:

1)   To be the person responsible for organising a varied fixture list throughout the year.

MAIN DUTIES: 
1) To discuss and agree future events with the Committee.
2) To keep the Committee informed of dates registered.
3)
To negotiate possible events with land owners.
4)
To register events with the SWOA fixture secretary.
5)
To keep the SWOA fixture secretary up to date with any changes of detail.
6)
To put events in the near future on the club web site.

7) 
To inform the Committee well in advance of events, so that planner, organiser etc. can be arranged.

8)
To plan for Regional, District, Local and Training Events to take place each year, with Committee agreement.

9)
To liaise with the Committee regarding future event fees. 
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