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NORTHVALE SOFTBALL CLUB

TEAM MANAGERS
PURPOSE

A team manager is there to help ease the administrative tasks of the coach. 
ROLE RESPONSIBILITIES 
KNOWLEDGE
· Know the code of conduct that applies to your role as team manager 
· Understand official requests for the team must come from the coach (i.e. need for players to fill in) 
GOVERNANCE
Report to Executive Committee 
DUTIES, MEETINGS, COMMUNICATION & KEY RELATIONSHIPS

· Help the coach with administrative tasks 
· Help the coach with attendance 
· Inform players of the dates, times and diamonds of games and trainings 
· Ensure club information has been disseminated to players 
· Communicate events from the committee to the team (i.e. Purple Day event, Bunnings BBQ helpers) 
· Follow up with the team (i.e. collecting raffle tickets from team to return to fundraising coordinator, asking all team members to help with Bunnings BBQ or Duty Day) 
· Liaise with the social media coordinator to post about the team 
· Take photos and ensuring permissions are accepted to use images (given to social media coordinator) 
ESSENTIAL SKILLS AND REQUIREMENTS

· Good communication skills 
· A willingness to help the club as a whole 
· Good organisation skills 
KEY EXPECTATIONS SOUGHT
· Hold or willing to apply for a current volunteer Working With Children Check  
· Can communicate effectively  
· Can oversee organisational activities  
· Has a good working knowledge of the rules of the club  
· Unbiased and impartial on all issues  
CODE OF CONDUCT
The Team Managers 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 Team Managers 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 Team Managers is to train, mentor and support the incoming Team Managers. 
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