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NORTHVALE SOFTBALL CLUB
POSITION DESCRIPTION – REGISTRAR 
The role of the Registrar is to assist the Treasurer in registering players and teams and ensuring player and team fees are paid. 

RESPONSIBILITIES
KNOWLEDGE AND SKILLS 

· Well organised 

· Diligent with receipts and money 

· Ability to work in a logical and orderly manner 

· Honest and trustworthy 

· Financial accounting or book keeping experience advantageous

· Word and Excel skills
GOVERNANCE 

· Report to Treasurer 
DUTIES, MEETINGS, COMMUNICATION AND KEY RELATIONSHIPS 

WORKING WITH THE TREASURER

· Enter players in correct divisions and liaise with Treasurer to ensure the correct fees have been applied 

· Assist the Treasurer to reconcile invoices and keep concise financial records in MYOB

· Follow up with players who have not registered or paid fees 

· Work with Treasurer to fairly accommodate fee extensions, exemptions or reductions

PLAYER AND TEAM ADMINISTRATION
· Liaise with Revsport Manager

· Maintain the club’s membership database on Revsport

· Liaise with Tournaments Subcommittee to register players or teams into competitions

· Coordinate player and coach clearances and permits 

· Ensure all players are registered and cleared to play in their nominated teams 

· Enter teams in their relevant competitions  

· Collate game totals and update register at the end of each season or tournament
CODE OF CONDUCT 
The Registrar agrees to: 
· Act in the best interests of the Club, and not bring the Club into disrepute

· Exercise appropriate care and diligence

· Not make false statements or falsify records

· Keep all matters in confidence and not disclose any matters of sensitive business to the general public or other associates of the Club 

END OF YEAR HAND OVER 
UPDATING OF DOCUMENTS 
· At the end of each year the Registrar will review and revise their position description to ensure it continues to reflect the requirements of the role.  The updated position description must be provided to the Secretary for the Annual General Meeting each year. 
INDUCTION OF THE INCOMING REGISTRAR 
· An important responsibility of the outgoing Registrar is to train, mentor and support the incoming Registrar. 
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