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NORTHVALE SOFTBALL CLUB

REVOLUTIONALISE AND WEBSITE MANAGER
PURPOSE

The Revolutionise and Website Manager will be responsible for ensuring the effective running of the club’s Revolutionise back-office as well as the website that is managed through Revolutionise.  
ROLE RESPONSIBILITIES 
KNOWLEDGE/SKILLS
· Ability to use the Revolutionise platform to manage the back end appropriately 
· Keen eye for detail to ensure that information is up to date and correct for the website 
· Maintain accurate and current membership details  
GOVERNANCE
Report to Secretary 
MEETINGS, COMMUNICATIONS AND KEY REATIONSHIPS

RETAIN CURRENT MEMBERS

· Attend any necessary Revolutionise webinars 
· Keep up-to-date with all RevSports systems upgrades and updates 
· Maintain good relationships with all committee members  
· Work closely with Junior and Senior Coordinators, and Team Coaches and managers 
· Work with Treasurer and Apparel & Merchandise Coordinator to update stock for sale on the website and issue invoices 
· Liaise with Social Media Coordinator to create a cohesive online presence 
· Promote events on the website in conjunction with the fundraising, sponsorship and social event coordinator 
· Work with registrar to ensure members have the information they need from Revolutionise to register for seasons and events 
· Keep all website and Revolutionise information up-to-date, including updating notices and policies and procedures 
ESSENTIAL SKILLS AND REQUIREMENTS
· Knowledge or willingness to learn about the Revolutionise platform  
· Computer skills 
· Effective communication skills and attention to detail 
CODE OF CONDUCT

The Revolutionise and Website Manager 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 Revolutionise and Website Manager 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 REVOLUTIONALISE & WEBSITE MANAGER
An important responsibility of the outgoing Revolutionise and Website Manager is to train, mentor and support the incoming Revolutionise and Website Manager. 
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Position description template proudly made available by Sports Community
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