Club Official Guidelines
· The following guidelines are aimed to protect all members of Sub Committees, and allow the Board to take responsibility for decisions made from recommendations.

· All correspondence initiated by the Official and relating to Club business to be submitted to the Board for approval.

· As each Official is viewed as a working arm on behalf of the Club all recommendations and specific decisions should have Board approval before any action is instigated.

· Club Officials elected at the Gawler Bowling Club AGM, Women’s Facility AGM, Men’s Facility AGM or 

nominated by the Board may co-opt other suitable members to assist with the successful management of the position for which they are responsible.

· Ensure appropriate Liaison occurs with Club Officials that      
             may have part Ownership of activities in which they are                        
      involved.
Maintain regular Monthly communication with the Board via Appropriate Reports to Secretary.
Almoner

· Communicate with Member families in times of bereavement or illness.

· Display relevant information as may be required by Members
 Bar Manager


 
· Purchase all bar stock and ensure Invoices/Accounts received by the Club coincide with purchases received.
· Maintain bar equipment to a suitable level.

· Oversee bar staff volunteers and organise rosters accordingly.

· Maintain a till receipt roll.

· Arrange with Treasurer regular handover of moneys.

· Organise the disposal of empty bottles/cans.

· Ensure all requirements by the Licensing Act are strictly                                     
      adhered to.          
· Provide Secretary with monthly written statements.

Provide EFTPOS services
Carpark  Cleaner

  Ensure  carparks  at main entrance and behind clubrooms are       kept   tidy,  arranging for helpers where necessary.
 Carpet Green’s Manager
· Supervise and liaise with appropriate officials in all matters relating to upkeep and management of the synthetic carpet.
· Where necessary, arrange for the purchase of supplies etc. for maintaining the synthetic surface up to $500, with any expenditure over $500 requiring consent of the Board of Management (Rule 43.4.1 of the Constitution)
· Liaise with Maintenance Co-ordinator

· Observe Local Government regulations
Catering Manager / Co-ordinator
· Purchase, or deputise the purchase of, all catering requirements, and ensure Invoices/Accounts received by the Club coincide with the purchases.

· Arrange the menus and rosters of all catered functions of the Club.

· Purchase necessary, tools, implements, equipment including cleaning products  to the value of $100 with consultation re requests through Vice President of items over $100 for presentation to the Board.
Club Championship Directors  (men/women)

          Arrange Championship Events (Singles, Pairs and Mixed

             Championships,  Singles Plate,  100 up Singles,  Minor 

             Singles and  Mixed Division Pairs) ensuring Conditions of 
             Play are displayed and adhered to.
Fund Raising Raffle Social co-ordinator
· Organise and run all Social functions which raise money for the Club (other than specifically catered functions).
· Arrange raffles for all activities of the Club that require raffles, and where necessary, liaise with other co-ordinators, and delegate raffle duties,  where necessary
     Gardens & Grounds Managers
· Keep gardens and surrounds in a tidy state.

· Purchase up to $50 in value seedlings, fertilizer and other requirements, as necessary. 
· Seek reimburse for these expenses from Treasurer, providing receipts, where possible.
   House Manager
· Supervise Contract Cleaners
· Working in with rostered men and women’s  members , ensure clubhouse is kept clean and tidy.  
· Gathering rubbish from all bins including men’s toilet, ladies’ toilet & lounge and disabled member toilets.

· Placing out Council bins on Thursday for rubbish pickup and returning bins to club house on Friday after pick up. 
· Responsible for organising minor repairs within the clubhouse, e.g. light bulbs.
·  Co-ordinate cleaning and purchase of supplies for coffee machine.
   Maintenance Co-ordinator

           Co-ordinate day to day maintenance of facility and provide

              support to appropriate officials.

           Purchase of general equipment and supplies required for

                Maintenance and repair of facility.

            (Any expenditure over $500 requires consent of Board of

                Management – Constitution 43.4.1)

           Liaise with Board of Management re hiring of professional

              Services.

           Ensure safety protocols are observed by volunteers working

               on the site

           Organise minor repairs within the clubhouse.

Media Manager 
· Manage the Club’s online presence by maintaining the Club Website and social media identities.
· Provide support to other areas of the club, including Promotions and Fundraising, by providing avenues for advertising, club news and internal promotions.
·  Publish Club Newsletter and player profiles

Night Bowls Co-ordinator. (/Wednesday)
    

· Arrange for suitable promotional material to be displayed/advertised/forwarded to participants of Social or Night Bowls activities.

· Where necessary, liaise with Treasurer/Sponsorship Director re sponsorship required for the coming season.

· Arrange all activities necessary for the smooth running of the bowls on each particular day/night.

· Liaise with Sponsorship Co-ordinator re communication with Selected Sponsors.

· Arrange for all funds raised to be handed to or delivered to Treasurer as soon as possible for banking.

· Provide Secretary with progress reports.

Patron

     Appointed at AGM, this position is for  dintinguished person/s

       willing to represent and promote the Bowling Club – not an

       official Board of Management position 

Publicity Officer
· Obtain results of pennant games, Open events and Club competitions, and provide a local newspaper with write ups re above results, including Sponsor’s name, where applicable, and where possible.

· From time to time, provide newspaper with information of upcoming events.

   Promotion Manager                                               
· Promoting lawn bowls to the wider community.

· Canvass the community by way of letter drops, Information handouts, Shopping centre promotion, Village Fair, Gawler Show, or any other means approved by the Board, to build membership.
   Social Bowls Co-ordinator (Winter/Summer)

· Set Guidelines for Running of Social Bowls using Approved system.

· Manage Draw and Presentation of Prizes, as per Board approved policy.

· Liaise with Carpet Director re rinks to be used.

· Set up for refreshment between Games.
   Sponsorship Manager/s
· Canvass possible Sponsors to inform them of the Levels and Grades of Sponsorships available at the Gawler Bowling Club.
· Maintain Communication and contact with current sponsors.

· Contact sponsors when a Tournament or Event they are sponsoring is occurring to thank them and to & invite them to be present advertising material as well as being involved in Presentations of Awards if they wish to.
· Liaise with Treasurer in Allocation of Sponsorship moneys for the Season’s programmed events.
· Provide (Tax) Invoices to all sponsors who have promised money to the Club.
· Liaise with Treasurer to ensure promised sponsorship has come in.

· Liaise with Secretary to ensure all Sponsorship records are up to date on PowerPoint displays.
· Ensure that Interior and Exterior Sponsorship information is up to date at all times.
· Act on suggestions from general members re possible interested sponsors.
· Provide Certificates and arrange signage for sponsors.
State Events Co-ordinator

             Ensure members ar aware of State events available and all

                relevant information is advertised. 
Tournament Directors (Open/Summer/Winter)

· Set guidelines/rules for the running of Tournaments whether they are Club or Open, and have these rules displayed prominently on the appropriate Notice Board before the event.  
· Ensure these rules are followed.

· Determine the entry fee to particular event.

· Promote the upcoming event through posters to Clubs and/or invitations to players of other Clubs.

· Liaise with Treasurer re Sponsorship Prize Money allocation  and awards for the Event.

· Liaise with Sponsorship Co-ordinator re sponsorship for the Event.
· Advise carpet Manager of rinks required, arrange markers/umpires, scorecards as required for the day.

 Uniform Co-ordinator (Men’s and Women’s)  
· Organise the purchase and sale of all uniform requirements of members, issuing receipts where possible.

· Ensure any Invoices/Accounts received by the Club coincide with purchases made.

· Ensure money collected from sales is delivered to Treasurer.
.
