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NORTHVALE SOFTBALL CLUB

POSITION DESCRIPTION – SPONSORSHIP COORDINATOR
The role of the Sponsorship Coordinator is to attract and retain club sponsors.  
ROLE RESPONSIBILITIES 
Governance 

Report to Executive Committee
DUTIES, MEETINGS, COMMUNICATION AND KEY RELATIONSHIPS ESSENTIAL SKILLS AND REQUIREMENTS: 
· Computer skills

· Effective communication skills and attention to detail

· Ensure all members fairly and equally contribute

· Ensure no conflict of interest

· Ensure sponsors and donors are appropriate for our Good Sports policy

CODE OF CONDUCT
The Sponsorship 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 OF DOCUMENTS 
· At the end of each year the Sponsorship 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 SPONSORSHIP COORDINATOR 
· An important responsibility of the outgoing Sponsorship Coordinator is to train, mentor and support the incoming Sponsorship Coordinator.
KEY EXPECTATIONS SOUGHT 
· Increase our club sponsorship to $5,000 (or more) per year for the next three years to support the club operations and the achievement of our strategic goals including at least $2,500 of sponsorship in the 2023/24 season
SPONSORSHIP & DONATIONS TRACKER

	Sponsor or Donor
	Reason for Sponsorship or Donation
	Level of Sponsorship or Donation
	Required to use funds for specific purpose
	Amount $
	Date
	Spent

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


LEVELS OF SPONSORSHIP
· Basic Donation – any amount

· Bronze - $100

· Silver - $500

· Gold - $1,000

· Platinum - $5,000
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