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[bookmark: _Toc270850656][bookmark: _Toc522527183]4.4 Positions on the Board of Directors 
[bookmark: _GoBack]To become a registered Society a Club must have at least 3 Directors.  The Club should identify each position and describe each job description and the nomination process. 
Traditionally a Board of Directors is comprised of the following elected/ appointed Members: 
· President (Chair Person)
· Vice President(s)
· Treasurer 
· Secretary
· Directors 
Some volleyball Clubs may not be suited to such a structure and should organize their Board to meet their needs, while understanding the necessity to be flexible in their approach for future growth of the Club. 

In order for the Board to fulfill its duties, each Director should learn and execute the individual duties of his or her portfolio and be familiar with the responsibilities of the other Directors. The Board’s implementation of its duties will result in efficient Club meetings allowing the Club to operate smoothly. Below are further descriptions of each position.
[bookmark: _Toc270850657][bookmark: _Toc522527184]4.4.1 President

The President is ultimately responsible for the Club. The role of the President is to oversee the running of the Club and its administration. This involves running Club meetings and ensuring effective management of the Board and its sub-committees. 

In the eyes of the Members, the success of the Club is the President’s responsibility. As a Club President, one must be prepared to devote a lot of time to the Club. The duty of the President is to stimulate the interest and activity of both the Board and Members on all occasions. The President is responsible for creating an image and conducting all the affairs of the Club in a judicious manner. 

A perceptive President delegates tasks and places trust and confidence in the Board. If possible, there should always be a close liaison between the serving President and the immediate Past President. The successor should be appointed from within the Board as he/she will already have a working knowledge of the Board and the Club. A Vice-President can be groomed for such a role. 
[bookmark: _Toc270850684][bookmark: _Toc270850658]Club President Job Description Template

(Insert CLUB Name) PRESIDENT 

ROLE DESCRIPTION 
Responsible to co-ordinate and conduct the day-to-day business and affairs of (insert Club name) Volleyball Club with the framework of the Clubs Constitution and By-laws.
SKILLS/QUALITIES REQUIRED 

· Ability to behave impartially at all times
· Approachable 
· Ability to control meetings effectively 
· Commitment to the Club and strong knowledge of the Club’s governance and operational issues 
· Strong managerial and leadership skills 
· Ability to commit the required time and 
· Excellent interpersonal skills. 

MAIN DUTIES 
· Assist with the strategic leadership of the Club and will be responsible for the general supervision and management of the affairs and operations of (Insert name) volleyball Club, 
· To chair and control the meetings of the Annual and General Meetings of the Club, and be the official spokesperson of the Club
· Be familiar with the constitution of (insert Club name) Volleyball Club, the general rules for committee procedure, current affairs and business in hand 
· Oversee decisions made by the Board and other personnel 
· In conjunction with the secretary and treasurer present the annual report and accounts respectively 
· Be in consultation with the secretary with regards to the content of the agenda and minutes of meetings 
· To keep open communication channels with Members of the management committee and inform them of any instant decisions taken 
· Perform such other duties as may from time to time be established by the Board. 
COMMITMENT

To chair the AGM once a year, deal with any Club issues as and when they arise and attend Club management meetings.
[bookmark: _Toc522527185]4.4.2 Treasurer

The role of the Treasurer is to manage all the income and expenditures pertaining to the Club. It is advisable that the person filling this role has the adequate financial skills to fulfill this position. Without a well-supervised budget, a Club could easily find itself in financial difficulty. 

A Treasurer is responsible for maintaining all records, and ensures dues are paid by all Members and the funds go toward the proper areas of the budget.  They will also supply the Board with financial statements of the Club actions at every Annual General Meeting and as required from the Board. 

[bookmark: _Toc270850659]Club Treasurer Job Description Template

(Insert CLUB Name) TREASURER

ROLE DESCRIPTION

To assist with the strategic leadership of the Association and will provide leadership in the financial direction of the Association through the formulation and oversight of proper accounting processes and procedures. The Treasurer will manage (insert Club name) Club’s finances and maintain accurate financial records. 

SKILLS/QUALITIES REQUIRED 

· Must be honest, reliable and bondable
· Experience of producing accounts and budgets is desirable 
· A thorough knowledge and understanding of financial reports, 
· Ability to communicate financial information and concepts 
· Provide the Board with an account of financial transactions and financial position of the Club at each meeting of the Board 
· Ability to articulate the Board’s financial questions to the staff 
· Ability to explore financial options and decisions for long-term goals. 
-- A Professional accounting/ financial designation is an asset --
MAIN DUTIES 

· Responsible for all Club finances 
· To produce an annual budget and monitor expenditure 
· Be responsible for payment of any monies to and from the Club (two signatures per cheque); providing receipts and keeping an up to date record of transactions 
· To produce an end of year financial report for the AGM 
· Regular report to the committee on the financial position of the Club or on the Board of Director’s request.
· Shall have custody of all funds, securities, evidence of indebtedness and other valuable documents and shall deposit funds and securities in the name and to the credit of the Club in a bank. 
· Shall retain an accurate account of all funds received and disbursed by the Club. 
COMMITMENT:  Attend AGM and have ongoing responsibility for Club accounts.
[bookmark: _Toc522527186]4.4.3 Administrator/ Secretary 

The Club’s Secretary controls the Club’s administrative procedure. He/she is the main link between the Board and the Club’s Members. Usually the Secretary is the first point of contact an outsider has with the volleyball Club. The efficiency of the Secretary’s work will be evident from the success of the Club during his/her term of office. Before accepting the position, the Secretary should realize its many responsibilities. 
Also note that Clubs may have an additional paid Club administrator to help oversee and manage the entire Club. Discussion and information on hiring an administrator can be found in the Guide to Hiring Club Personnel. 
[bookmark: _Toc270850660]Club Secretary Job Description Template 

(Insert CLUB Name) SECRETARY

ROLE DESCRIPTION

To receive and disseminate information effectively and ensure the smooth running of Club administration. 

SKILLS/QUALITIES REQUIRED 
· Strong written and verbal communication skills 
· Good organizational skills 
· Attention to detail
· Experience\knowledge of minute taking and administration skills are desirable 
· Knowledge of Club By-Laws and Constitution 

MAIN DUTIES 
· To liaise with the Club chairperson with regards to agenda content.
· To take meeting minutes and distribute copies to committee Members, and ensure the records are properly kept.
· To be the main contact for the Club.
· To deal with the day to day running of the Club.
· To prepare and distribute all general correspondence and notices on behalf of the association, including sending out notices of meetings and keeping Members at-large informed of the activities of the Club.
· To respond to any correspondence as appropriate.
· To pass on any information received to relevant parties/persons.
· Responsible for ensuring the Association meets all legal requirements for record keeping by ensuring that all official documents and records of the Association are properly kept. Records should be kept for at least 7 years. 
· To perform such other duties as may from time to time be established by the Board

COMMITMENT
Attend the AGM and any other meetings, deal with any other arising Club issues 
[bookmark: _Toc522527187]4.4.4 Vice-President(s) 

In many instances, it is assumed that the Vice-President will become Club President. Thus it is the requirement of the Vice-President to become acquainted with all Club activities and the duties of the President in order to prepare for a term in office. Vice-Presidents also have their own portfolios. It may be to oversee other Board Members or special projects/event management, or recruitment etc. 
[bookmark: _Toc270850687][bookmark: _Toc270850661]Club Vice President Job Description Template

(Insert CLUB Name) Vice President

ROLE DESCRIPTION
To provide assistance to the President and Members of the Club and shall act as President in his/her absence. 

SKILLS/QUALITIES REQUIRED
· Good communication skills 
· Good organizational skills 
· The ability to be concise 
· Supportive of the President 
· Develop leadership skills 
· Effective decision-making
· Understand and knowledge of the Clubs Constitution and Bylaws 

MAIN DUTIES 
· In the absence of the President, chairing meetings and representing the Club whenever such occasion arises.
· Liaising between the President and certain committees.
· Fulfilling the requirements of the portfolio/duties assigned.
· Assisting and advising other Board Members on their portfolios.
COMMITMENT
Attend the AGM and any other meetings, and act as President in his/her absence. 
[bookmark: _Toc522527188]4.4.5 Immediate Past President

The Past President can be a valuable asset to the Club’s administration. He/she has a great understanding of the Club and its operations, based on his/her previous term in office. He/she may have valuable advice to offer the new President and the Board; however, it is up to the current Board to institute what they believe is best for the Club, even if this differs from the advice of the Past President. 

The Past President can assist the President with meeting procedures and provide history on relevant Club issues. The Board may welcome advice on the Club program and the target goals outlined in the Club’s strategic plans. This can be useful in preventing pitfalls or the reinvention of the wheel. 
Example of Past President Position Description: 
The immediate Past President shall perform the duties and carry out the responsibilities allocated or set by the President both actively, if required by the President and in an advisory capacity when requested by the President, or any Board of Director or Club Representative for a period of one year.
[bookmark: _Toc270850662][bookmark: _Toc522527189]4.4.6 Other Director Roles (Directors at Large) 

The President, Secretary and Treasurer are the 3 most important roles within a Club. Depending on the size of the volleyball Club, you may wish to incorporate other Members or Directors at large in order to assist with other functions and assign a specific portfolio.  Many of these responsibilities may be able to be undertaken by 1 Board Member by merging the duties, however beware that taking up too many responsibilities may lead to incomplete tasks and potential burnout. 

Other Directors/roles that you may want to include are:

· Technical Director/ Coach
· Enhance player and coach development throughout all age groups of the Club. 
· Responsible for obtaining, training and supervising all coaches in the Club.
· Arrange and/or provide clinics and training programs where needed and disseminate information when appropriate to assist coaches.
· Recruit and provide guidance for younger coaches to continue to grow as a coach for the Club.
· Organize and participate in-group coaching meetings.
· Developmental Coordinator 
· Responsible for organizing House Leagues, Skills Camps, and SPIKES Volleyball Programs within the Club for youth development. 
· Beach Volleyball Director
· To develop and oversee a Beach Volleyball Program within the Club. 
· To allow for further development of youth within the sport of volleyball and provide an opportunity to experience and play a new style of volleyball. 
· Operations/Facilities/Gym/ Transportation Coordinator 
· To organize and enforce transportation policies developed by the Club.
· Organize gym facilities and rentals for the Club.
· Strength and Conditioning Coach/Coordinator  
· Develops strength and exercise programs for all athletes within the Club.
· Risk Management Officer
· Will administer the Criminal Record Search system for coaches and other volunteers and send to the OVA annually as stated in the Clubs Risk Management Policy.
· Enforce other risk management policies that are adopted by the Club.
· Volunteer Coordinator
· Organize, recruit and manage Club volunteers for the many different positions within the Club. 
· Team Manager and Fundraising Coordinator 
· Responsible for recruiting and organizing and ensuring each team has a designated team manager to fulfill the day-to-day duties of each team.  
· May be responsible for application for Gaming Funds and any other Club fundraising.
· Uniforms/apparel and Equipment Coordinator 
· Responsible for organizing and purchasing Club apparel, as well as ordering, distributing, and maintaining Club jerseys.
· Registrar
· Responsible with registration, and organizing tryouts.
· Web Master
· To update and provide online service and communication to Club Members through Club website and/or social media.
Volunteer Coordinator Job Description Template 

(Insert CLUB Name) Volunteer Coordinator 

ROLE DESCRIPTION
The Volunteer Coordinator is responsible for providing a link between the Board and the Club’s volunteers, and organizing and recruiting the necessary number of volunteers for the Club. 

SKILLS/QUALITIES REQUIRED
· Enthusiasm and ability to support volunteers in their roles.
· Good communication and personnel relations skills.
· Able to work with others to resolve areas of potential conflict.
· Ability to work as part of a team.
· Efficiency and organizational skills.
· Able to work with the Board and develop procedures and timelines for achieving tasks and goals.
· Basic computer skills.

MAIN DUTIES
· Co-ordinate all volunteer opportunities within the Club including job roles.
· In conjunction with the Board and relevant personnel, develop a policy on volunteering in the organization (if not already in place).
· Ensure that induction and training programs are developed and put in place for all volunteers.
· Identify the number of volunteer positions needed for the upcoming season.
· Recruit, select and appoint volunteers to roles that suit them. 
· Develop and implement volunteer rosters for each team.
· Develop, implement and review reward and recognition processes and programs. 
· Develop and maintain good communication channels between the volunteers and the Board. 
· Develop communication with all volunteers in order to: 
· Identify potential issues ahead of time 
· Receive feedback on opportunities identified by the volunteer 
· To support them in their role 
· Submit regular reports to the Executive. 
· Ensure volunteers are reimbursed for out of pocket expenses in accordance with Executive. 
· Co-ordinate the implementation of the Volunteer Management Plan. 

COMMITMENT
· Attendance at Board meetings as necessary.
·  Flexibility to work with other volunteers in co-ordination roles (e.g. team managers, coaches etc.), to assist with recruiting, putting together position descriptions, training/induction programs and retention of volunteers.
· [bookmark: _Toc270850663]A time commitment of up to 10 hours a month is expected, however this may increase slightly during the preseason or in the lead up to special events, which require a lot of volunteers. 
[bookmark: _Toc522527190]4.5. Recruitment 

Board recruiting is an ongoing challenge. The effectiveness of the Board has a major impact on the functioning and sustainability of the organization. Directors must collectively have the knowledge, skills and experience necessary to oversee and advise the management of the organization. Directors must work well together, but there should be a creative and healthy tension that comes from the constructive interaction of people with different backgrounds. 
A Nominating Committee is often used to identify prospective Board Members, and to screen these prospects as nominees for the Membership to consider. 
The Nominating Committee: 
· Is appointed by the Board 
· Includes several Board Members, as well as other Members of the organization 
· Is often chaired by a past Board Chair who has a good understanding of the organization.
The role of the Nominating Committee may be simply to find willing and able prospective Board Members to fill Board vacancies. See More on Nominating Committees in Section 7.1.  

[bookmark: _Toc270850664][bookmark: _Toc522527191]4.5.1 Appointing or Electing 

Applicable legislation and the organization’s constituting documents (articles of incorporation, by‐laws, constitution, etc.) set out the requirements regarding the composition and selection of the Board of Directors. The two primary methods for selecting Directors are appointment and election. These may be used individually or in combination. 
· Appointments are generally made by the Board Members, and allow them to appoint Members that end up being a self-regulating Club. 
· Elections may be made by the Members of an organization at the AGM.
Boards should communicate their expectations regarding qualifications and competencies to the appointing body. 
[bookmark: _Toc270850665][bookmark: _Toc522527192]4.5.2 Board Size 

The size of the Board is related to its effectiveness. The Board should have enough Members to reflect the size and scope of the organization, meet the needs of committee work, and provide a healthy diversity of views and experience. However, it may be hard for very large Boards to conduct effective debates. The Board should be small enough to encourage discussion and facilitate collective decision‐ making, but not so small that it becomes difficult to achieve a quorum or fulfill Board obligations.  
[bookmark: _Toc270850666][bookmark: _Toc522527193]4.5.3 Where to Find Directors 
Identifying qualified individuals who are willing to volunteer their time to serve on an organization’s Board takes time, careful thought, planning, and creativity. Clubs may use one or more of the following approaches: 
· Members and volunteers ‐ Organizations with active Membership and volunteer programs may identify and encourage individuals who demonstrate the skills and commitment to be an effective Director. 
· Contacts ‐ Organizations may reach out to contacts of Board Members and senior staff as potential Directors. 
· Referral Agencies ‐ There are a number of organizations that can link not‐for‐profit organizations with individuals willing to serve as Directors. These may include volunteer agencies, specialized Director matching services and professional associations. 
· Advertising ‐ This may be done by placing advertisements in news media (written or online) or by including application information on the organization’s web site. 
