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Roles and Responsibilities of Committee Members

Chairperson

The Chairperson’s main responsibilities of the organisation are:
Ensuring the Management Committee functions properly
· Assisting with the managerial direction of the organisation 

· Planning and running meetings 

· Acting as spokesperson/figurehead 

· To ensure matters are dealt with in an orderly, efficient manner.

· To bring impartiality and objectivity to meetings and decision-making.

· To facilitate change and address conflict within the board.

· To plan for recruitment and renewal of the Management Committee.

Ensuring the organisation is managed effectively
· To form a working group to lead sponsorship per annum and report back to the committee. 

· To co-ordinate the committee to ensure responsibilities for particular aspects of management (e.g. personnel matters, financial control etc) are met and specialist expertise is employed as required.

· To facilitate change and address conflict within the organisation.

Represent the organisation

· To communicate effectively the vision and purpose of the organisation.

· To advocate for and represent the organisation at external meetings and events.

· To be aware of current issues that might affect the organisation.
· To represent the JTA on the FIT representatives board and feedback all relevant information to the JTA committee. 
Treasurer

The Treasurer’s main areas of responsibility are:

· Keeping an overview of the finances of the organisation 

· To liaise with Director of Coaching, Secretary and Chairperson about financial matters and trips to plan.
· Work out prices and fees for trips away – including accommodation, flights, transfers, and any additional costs alongside team/tour managers. 
· To ensure that appropriate accounting procedures and controls are in place.

· Present a statement of accounts at each committee meeting 
· Making sure the organisation has the right financial policies and procedures in place 

· Pay any outstanding fees and invoices and chase on outstanding monies owed to JTA.
· Report at the AGM with the end of year audited figures. 

It is important to remember that while the Treasurer has a specific role within the committee in relation to money matters, the overall responsibility for financial management lies with the whole committee. Therefore, a key part of the Treasurer's role involves reporting to the committee on finances and it is important that everyone around the table understands the financial information given.

Secretary

The Secretary's main responsibilities are:

· Supporting the administration of the organisation including sending out minutes and agendas for meetings.
· Facilitating committee meetings and ensuring they run smoothly

· Take minutes from meetings, circulate these minutes and check that agreed actions are carried out. 
· Maintaining effective records and administration:

· keep up to date contact details

· keep an up to date schedule of events

· keep a diary of future activities 

· Along with other members of the committee, notify JTA members of playing schedules, initiatives and how to get involved, AGMs and any other news and communications.

· Manage and maintain affiliations and club entry forms for all initiatives.

Director of Coaching

The Director of Coaching main roles and responsibilities are: 

· Be competent in the sport of Touch and knowledgeable in the governing rules of the sport.
· Develop new, and grow current, initiatives that provide Touch players the opportunity to fulfil their potential and ambitions within Jersey Touch. 

· Develop training programmes that provide Touch players the opportunity to fulfil their potential and ambitions within Jersey Touch.
· Ensure Touch players have a safe environment in which to train and check they appreciate the risks associated with the sport they are participating in.

· Ensure senior level coaches mentor the lower level Coaches according to their needs and ambitions.

· Maintain and develop core competence as a JTA coach and be aware that a reasonable personal commitment to coaching the players will be expected.
· Provide coaching and/or coaches for the league players on a Monday prior to Touch League commencing. 

· Organise coaches within all initiatives and plan and prepare appropriately. Prepare the coaches for their sessions on their actions and delivery required. 
· Be part of selection team to select and appoint coaches for Island Squad teams

· Be accountable to and communicate with the JTA on all decisions made regarding Jersey Touch.

· Select a panel of selectors with the Head coaches for the Island Squad members each season.

Director of Referees 
The Director of Referees main responsibilities are: 

· Set good example to Referees with regards to safety and etiquette.

· Provide opportunities to increase referee population within Touch

· To provide Referee courses on Island and information for courses off-island. 
· Represent the interests of the JTA referees at the Committee Meetings.

· Welcome and introduce new JTA referees into the league, super league, Island squads, etc. Make sure they have a required level of understanding of all the rules and regulations required for each initiative they referee in. 
· To encourage progression in JTA referees to ensure they are up to standards for the level of the initiative they are refereeing. 
· Ensure the JTA is able to provide qualified referees (where possible) for off-island representative competitions.
Social Secretary

· The principal role of the social secretary will be to arrange, organise, communicate and record all social activities in regard to the J.T.A. to the members in a timely manner.

· The social secretary should also be responsible for the social activities undertaken with external bodies for individual members of the J.T.A..
· At the chairperson’s discretion and direction, the social secretary will be

expected to lead the sponsorship sub-committee to help negotiate with external bodies to obtain sponsorship and/or funding and to take other action to ensure the on-going strength of the J.T.A., with the assistance of other J.T.A. members.

· As a summary the social secretary will be responsible for all aspects of the social side of the J.T.A. and its members.

Summer League and Superleague Coordinator

· To collate team entry forms with secretary for the Summer league and Superleague and organise these into divisions depending on previous years and player experience
· To produce league fixtures based on previous success, including referees, on an excel spreadsheet

· To manage the running of the Summer/Super league and oversee all aspects of the league. Collate and distribute the fixtures and results to team managers and media each week

· Along with referee coordinator ensure referees are present at each match with bibs and match scoring card

Rugby Development Officer (Ex-Officio committee member)
The RDO’s main responsibilities are to:

· Attend Committee meetings and follow through on any actions required from the Minutes that are appointed to him. 

· Offer assistance, where required, when setting up local activities and events

· Assist in creating a link between the Jersey Rugby and Jersey Touch players and contacts to increase the player base of Jersey Touch. 

· Provide any information that may affect Jersey Touch within the season from RFU. 
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