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NORTHVALE SOFTBALL CLUB

DUTY DAY ROSTER COORDINATOR 
PURPOSE
The Duty Day Roster Coordinator is responsible for ensuring that all members of the club contribute their fair share of duties to support the smooth running of the club. The coordinator must have excellent people skills, organizational skills, and communication skills. 
ROLE RESPONSIBILITIES 
KNOWLEDGE/SKILLS
The Duty Day Roster Coordinator should have a good understanding of the club's rules, policies, and procedures. They should also have knowledge of the duties required of members to keep the club running smoothly. 
GOVERNANCE
Report to Secretary 
DUTIES, MEETINGS, COMMUNICATION & KEY RELATIONSHIPS
· Create a duty day roster that ensures all members of the club contribute to the running of the club. 
· Ensure that all members are aware of their allocated duties and understand their responsibilities. 
· Liaise with the Secretary to email members regarding their allocated duties and any other relevant information. 
· Monitor the completion of duties and follow up with members who have not fulfilled their obligations. 
· Provide a list of helpers to the Secretary to thank members 
ESSENTIAL SKILLS & REQUIREMENTS

· Excellent people skills 
· Organisation skills 
· Communication skills 
CODE OF CONDUCT

The Duty Day Roster Coordinator agrees to:  
· Act in the best interests of the Club, and not bring the Club into disrepute 
· Exercise appropriate care and diligence 
· Ensure fair and equitable treatment of all members 
END OF YEAR HANDOVER

UPDATING DOCUMENTS
At the end of each year the Duty Day Roster 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 DUTY DAY ROSTER COORDINATOR
An important responsibility of the outgoing Duty Day Roster Coordinator is to train, mentor and support the incoming Duty Day Roster Coordinator. 

REQUIRED DOCUMENT

	Duty Day Roster - Northvale Softball Club 
	 

	 
	 

	Morning – before first games 
	Name  

	Bread Collection & drop off to canteen- before 8.30am 
	 

	Collect Duty Keys & unlock doors, container, garage and umpires room, then return keys to control room whiteboard. 
	 

	Raise pavilion shutters. 
	 

	Unlock all equipment boxes on all diamonds. 
	 

	Set up tables and chairs in fenced area (beer garden). 
	 

	Set up Waste bin (with a bin liner from the canteen) and the menu board for the canteen at the front of the decked area of pavilion. 
	 

	Put out wheelie bins (one yellow and one green) to all diamonds, 2 bins in front of the pavilion, 3 bins including a yellow lid bin into the canteen enclosure. One yellow bin in the beer garden. 
	 

	Check sufficient bags of ice in freezer at back of control room, fill if needed. 
	 

	 
	 

	Lunchtime 12.30pm-1pm 
	 

	Check all toilets for cleanliness and refill toilet paper/paper towel the correct way as per instructions - keys are on control room whiteboard. 
	 

	 
	 

	Canteen Duty - 12pm-1.30pm (2 people required) 
	 

	Canteen Duty - 1.30pm-3.30pm (2 people required) 
	 

	Canteen Duty - 3.30pm -5.30pm (2 people required) 
	 

	 
	 

	Canteen duty will involve stocking fridges, serving customers and money handling. All volunteers will be using iPads, but training will be provided to all volunteers at the start of their shift. 
	 

	Afternoon toilet check and restock if required- 3.15pm 
	 

	 
	 

	Pack Up - after last game (usually 5.15pm-6.30pm) 
	 

	Bring in all wheelie bins from all diamonds, and from the canteen enclosure. Make sure to leave an empty bin on diamond 1 and diamond 2 for night games. 
Empty waste bin from decking, and put away in pavilion near front door. 
Ensure that 2 empty bins plus 1 yellow lid bin are put into the canteen enclosure for tournaments run at the ground during the week. 
Put all full bins along the road near the brush fencing enclosure for collection, place them 20-30 cm apart. 
Leave 2 empty bins in front of pavilion, 1 bin to be a yellow lid bin 
Any empty spare bins to go away in brush enclosure. 
	 

	Check that all equipment is off diamonds (bases, etc.) and the boxes are locked. 
	 

	Lock toilets and cage equipment room, put down pavilion shutters, put away tables and chairs from beer garden. If any are being used, please ask people to put them away when finished. 
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