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NORTHVALE SOFTBALL CLUB

GRANTS COORDINATOR
PURPOSE
The primary role of the Fundraising Coordinator is to develop and maintain a timeline for fundraising opportunities and coordinate fundraising events for the club.    
ROLE RESPONSIBILITIES 
KNOWLEDGE/SKILLS
· Where to seek out grants 
GOVERNANCE
Report to Executive Committee 
DUTIES, MEETINGS, COMMUNICATION & KEY RELATIONSHIPS
· Keep a Grant Tracker of grants applied for and which were accepted and rejected 
· Report to the Executive Committee 
· Check local and state avenues for grants 
· Liaise with the Treasurer to collect and spend grant monies 
· Select and train grant subcommittee if required 
ESSENTIAL SKILLS AND REQUIREMENTS
· Computer skills 
· Effective communication skills  
· Excellent written skills and attention to detail 
CODE OF CONDUCT

The Grants 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 HANDOVER

UPDATING DOCUMENTS
At the end of each year the Grants 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 GRANTS COORDINATOR 
An important responsibility of the outgoing Grants Coordinator is to train, mentor and support the incoming Grants Coordinator. 
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