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Role Description: Match Secretary 
Local League / British League / National League
DRAYCOTT & LONG EATON TABLE TENNIS CLUB
Name: 

Dave Greaves / Helen Lumby
Role: 
To liaise with both Local Leagues and National Leagues to arrange the insertion of the appropriate number of teams and players
Status:

Volunteer 
Appointed by:

Club Management Committee
Reports to:

Club Management Committee
Hours:                           3-4 hours per week (heavier work load at the start of the season)
Useful skills:              Have good organisational and communication skills, have IT skills and a knowledge of players levels of ability and also knowledge of the League structures.
Benefits:                    Volunteering in Table Tennis can be rewarding in itself, but it can also be fun,

                                   sociable and confidence building. The club will consider reimbursing some agreed

                                   out of pocket expenses

Responsibilities
· As a full member of the Executive Committee of the Club and Charity Trustee you are legally responsible for the overall management and decision making of the Charity

· You must act within the law in accordance with the charity’s governing document and only in the best interest of the Charity - more detailed descriptions of the responsibilities of Charity Trustees are displayed on the Club’s notice boards and on the website www.charity-commission.gov.uk
· Agree to and act on and uphold both the Table Tennis England’s Equity Policy and Safeguarding Guidelines and the club’s Codes of Conduct.
· Make all attempts to find competitive play at a relevant standard for those club members requiring it.

· Circulate information to relevant Committee officers and relevant Club members.
· Arrange receipt of all required League Entry Forms.

· Liaise with Local League Captains, Club Coaches and British League & National League Organisers

· Liaise with Head Coach or Coaching Officer regarding the rankings of Junior Players

· Submit required forms by specified deadlines
· Notify all club captains and British and National League Organisers of any updates or changes

· Be responsible for late registration of additional players where required.

· Prepare a Table Plan of scheduled Local League matches and display on the Club Notice Board and also posted on the Club website.
· Prepare a list of all Teams and players registered for that team

· Make the Club Treasurer / Membership Secretary aware of outstanding league and player fees.

Task List

· Make all club members aware of local league opportunities
· Take receipt of all required forms
· Complete and submit all necessary Team Entry Forms for all Competitions and submit accordingly
· Ensure all Team Captains and Organisers made aware of fixtures

· Make arrangements made for all team entry fees to be paid.
· Contact all Team Captains and Organisers and make them aware of any changes in fixture dates on changes in Venue.
· Publish a clear and easily understood Table Plan, ensuring its displayed within club and on website
· Publish a list of all teams and players for information and display this on the Club Notice Board and also post this on the Club website
· Administer and monitor Table use for rearranged matches
· Make the membership Secretary aware of all players obligations regarding payment of league fees and Club membership fees.
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      Signed:                                              Club Chairman            Dated:               



1st March 2017











Dave Greaves










