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NORTHVALE SOFTBALL CLUB

APPAREL & MERCHANDISE COORDINATOR
PURPOSE
The Apparel and Merchandise Coordinator is responsible for the procurement, stock management and sales of all apparel and merchandise sold by the club.
ROLE RESPONSIBILITIES 
KNOWLEDGE/SKILLS
· Spreadsheets 
· Emails 
GOVERNANCE
Report to Executive Committee 
DUTIES, MEETINGS, COMMUNICATION & KEY RELATIONSHIPS
1. Manage and house stock: This involves keeping track of inventory levels, organising and storing stock, and ensuring that stock is available for sale. 
2. Coordinate shirt number register: This involves keeping track of shirt numbers and assigning them to members. 
3. Liaise with K2 & Big Dogg: This involves working with suppliers to procure stock and ensure that it is delivered on time and at a reasonable cost. 
4. Work with the Revsport & Website Coordinator: This involves managing the online shop, ensuring that products are displayed correctly, and handling orders and shipping. 
5. Work with the Treasurer: This involves working with the treasurer to ensure that members are invoiced correctly, that payments are received on time, and that payments are complete before items are delivered to members. It also includes following up on late payments and resolving any issues related to payments. 
6. Report sales and stock levels: This involves providing regular reports on sales and stock levels to the Executive Committee. 
7. Seek out new ideas: This involves researching new ideas for merchandise and promotional items, assessing their costs, and presenting them to the Executive Committee for approval.  
CODE OF CONDUCT
The Apparel & Merchandise Coordinator 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 
END OF YEAR HAND OVER
UPDATING KEY DOCUMENTS
At the end of each year the Apparel & Merchandise Coordinator 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 SECRETARY
An important responsibility of the outgoing Apparel & Merchandise Coordinator is to train, mentor and support the incoming Apparel & Merchandise Coordinator.  
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Position description template proudly made available by Sports Community
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