
HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: CHAIRMAN
JOB TITLE: 
CHAIRMAN
MAIN DUTIES

1. To be responsible for the overall running of the Club with the assistance of the Treasurer and Secretary 

2. To be one of the signatories of the Club’s bank account (along with the Treasurer and Secretary) and ensure that the money is applied solely for the purposes of the Club.

3. Prepare the Agenda for Committee Meetings and General Meetings.

4. To preserve order at Committee Meetings and General Meetings and to take care that the proceedings are conducted in a proper manner.
5. To liaise with the appropriate Regional Development Officer, Local Authority Sports Development Officer, Swim 21 Club Committee and Club members.
6. Ensure a delegate from the Club attends Association meetings and AGMs.  
7. Provide a presence on the Club desk on club nights.

8. To be responsible for external trophies.
9. To be responsible for any fundraising undertaken by the Club.
10. To act in the best interests of the Club and its members at all times.
Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: SECRETARY
JOB TITLE: 
SECRETARY
MAIN DUTIES

1. Deal with all the Club's correspondence.
2. To be responsible for disseminating communications received to the relevant Club Officer(s).
3. Take notes and produce Minutes of Committee Meetings and General Meetings.
4. To be one of the signatories of the Club’s bank account (along with the Treasurer and Chairman) and ensure that the money is applied solely for the purposes of the Club.
5. To be responsible for disseminating communications received to the relevant Club Officer(s).
6. To act in the best interests of the Club and its members at all times.
Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: TREASURER
JOB TITLE: 
TREASURER
MAIN DUTIES

1. To be responsible for the financial accounting of the Club and prepare the annual accounts.
2. To make a summary financial report at Committee meetings of the Club as to the financial position and prospects of the Club.
3. To be responsible for the financial planning of the Club
4. To be one of the signatories of the Club’s bank account (along with the Chairman and Secretary) and ensure that the money is applied solely for the purposes of the Club.

5. To be responsible for the Club’s taxation affairs, in particular VAT returns if the Club is registered for VAT.  

6. To ensure that the annual accounts of the Club are examined by an independent examining accountant.
7. To act in the best interests of the Club and its members at all times.
Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: HEAD COACH
JOB TITLE: 
HEAD COACH
MAIN DUTIES

1. Develop and update with the help of the coaches a rolling 12-month forward training programme for all of the squads.

2. Allocate water time to the squads after consultation with the club committee.

3. Allocate swimmers to squads after consultation with the club committee.

4. Deliver the clubs coaching programme in conjunction with supporting Teaching and Coaching Team.

5. All coaches should be encouraged to obtain an ASA qualification.

6. Attend all appropriate competitions.

7. Ensure that training schedules are prepared for the squads.

8. Attend to other such "general" duties associated with the post of Club Coach. 

9. Be aware and understand the facility Emergency Action Plan and Normal Operating Procedures (EAP & NOP).
10. To follow and promote the ASA Child Protection policy.
11. To act in the best interests of the Club and its members at all times.
Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: MEMBERSHIP SECRETARY
JOB TITLE: 
MEMBERSHIP SECRETARY
MAIN DUTIES

1. Collect and record annual subscriptions and fees.

2. Record all members names, addresses, date of birth etc.
3. Ensure that all Club members provide accurate information to support their application for membership of both the Club and the ASA.

4. Process and forward ASA membership forms direct to the ASA.

5. Ensure that existing members of the Club maintain their ongoing registration as members of the ASA.
6. Communicate with the ASA as necessary to resolve membership issues, inform them of resignations and prepare data for the annual return of Club membership.
7. Issue membership cards to each member.
8. Record all income for subscriptions and pass to the treasurer. 
9. To act in the best interests of the Club and its members at all times.
Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: WELFARE OFFICER
JOB TITLE: 
WELFARE OFFICER
MAIN DUTIES

1. To maintain, administer and manage the completion of the CRB check forms.
2. To be aware of the child protection policies and procedures of the ASA and to receive all updating information of a CP nature from the ASA and ensure any recommendations made are integrated into club policy.

3. To ensure that the ASA Child Protection Policy and Procedure is followed by the club and that Child Protection is a standing item on the committee agenda.

4. To ensure Swimline is promoted by a notice on the club notice board.

5. Ensure that all possible Child Protection concerns of an urgent nature are referred to the appropriate agency immediately and all concerns (urgent or non urgent) are notified to the ASA Legal Affairs Department within 3 days.

6. To raise awareness of good child protection practice with the club officials, coaches and teachers, members and parents of members.

7. To attend at least one Child Protection workshop held by the County Welfare Officer each year.
8. To act in the best interests of the Club and its members at all times.
Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: SWIM21 LIAISON OFFICER
JOB TITLE: 
SWIM21 LIAISON OFFICER
MAIN DUTIES

1. To organise and oversee the audit and action planning stages of the Swim 21 process within the club.

2. To keep the Club updated on their progress through the Swim 21 process.

3. To ensure that Club members are informed of Swim 21 courses and seminars.

4. To liaise with the Treasurer and Management Committee with regard to funding the implementation of the Club’s Swim 21 Action Plan.
5. To act in the best interests of the Club and its members at all times.
Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: COMPETITION SECRETARY
JOB TITLE: 
COMPETITION SECRETARY
MAIN DUTIES

1. Responsible for the compilation and management of the Club’s 12 month gala fixtures (in conjunction with the team manager, club coach and swimming committee as appropriate)
2. Accept gala invitations from other clubs for inter club galas and maintain list of Club attendees, returning entry forms to other clubs.
3. To act in the best interests of the Club and its members at all times.

Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: EQUIPMENT OFFICER
JOB TITLE: 
EQUIPMENT OFFICER
MAIN DUTIES

1. Manage the Club Shop.
2. Order and sell Club equipment (hats, tracksuits and polo shirts, costumes).
3. Be responsible for the financial aspect of the Club Shop and present financial statements to the Treasurer at regular intervals.

4. To act in the best interests of the Club and its members at all times.
Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: CLUB GALA COORDINATOR
JOB TITLE: 
CLUB GALA COORDINATOR
MAIN DUTIES

1. Organise the bi-annual Club Championships.
2. On behalf of the Club issue gala invitations to other clubs for inter club galas and maintain list of attendees, returning acceptance slips to other clubs. 

3. Liaising with SERCO regarding the booking of pool for Club gala dates.

4. Order awards (medals, ribbons etc) for championship / sponsored galas.

5. Be responsible for club trophies.
6. To act in the best interests of the Club and its members at all times.
Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: COMMUNICATIONS OFFICER
JOB TITLE: 
COMMUNICATIONS OFFICER
MAIN DUTIES

1. Maintain the Club website.
2. Produce the Club newsletter.
3. Ensure the general effectiveness of all methods of communication within the Club.
4. To act in the best interests of the Club and its members at all times.
Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: SOCIAL SECRETARY
JOB TITLE: 
SOCIAL SECRETARY
MAIN DUTIES

1. Arrange venue, date and format of bi-annual Presentation Events.

2. Arrange other social activities throughout the year as appropriate for the whole Club membership.

3. Publicise all social events.
4. Prepare and sell tickets for social events as needed.

5. Organise raffles and similar fund raising activities.
6. To act in the best interests of the Club and its members at all times.
Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: VOLUNTEER COORDINATOR
JOB TITLE: 
VOLUNTEER COORDINATOR
MAIN DUTIES

1. Maintain a list of officials and helpers.

2. Organise officials and helpers for all club galas.
3. To act in the best interests of the Club and its members at all times.

Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

HORWICH LEISURE CENTRE AMATEUR SWIMMING CLUB
JOB DESCRIPTION: HEAD COACH SUPPORT
JOB TITLE: 
HEAD COACH SUPPORT
MAIN DUTIES

1. Issue fixtures lists to all club officers, officials, swimmers and notice boards annually.
2. Liaising with SERCO regarding the booking of pool for League and inter-club gala dates.

3. Maintain database of swimmers’ times from various sources (galas, ASA database, parents, new members)

4. Maintain a list of swimmers (and their times) for all age groups of all leagues and competitions entered.
5. Liaise with Head Coach for all league galas.
6. Publish teams selected by the Head Coach and coordinate replies.
7. Produce registers for all training sessions.
8. Produce attendance numbers for SERCO.
9. Assist the coaches with Time Trials and collate all Time Trial results.

10. Liaise with SERCO/coaches to ensure that all training sessions have the required number of coaches.
11. To act in the best interests of the Club and its members at all times.
Time Commitment:  


Signatures:
Officer
Date:



Chairperson 
Date: 
 

