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NORTHVALE SOFTBALL CLUB

FUNDRAISER 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
GOVERNANCE
Report to Executive Committee 
DUTIES, MEETINGS, COMMUNICATION & KEY RELATIONSHIPS
· Liaise with Executive Committee to decide upon fundraising events 
· Cost out fundraising events 
· Estimate cost vs benefit of fundraising events 
· Complete the Fundraising Tracker and report to Executive Committee 
· Liaise with Sponsorship Coordinator and Social Director to assess crossover fundraising opportunities (such as a restaurant sponsoring the club with 10% of takings for the night for a Dinner With Friends event) 
· Liaise with Secretary to send emails to members 
· Liaise with social media and website manager to promote events 
· Liaise with Treasurer and Revolutionise manager to get responses and take payments for fundraising events  
· Select and train a team to help with fundraising events 
· Thank volunteers who helped throughout the season

KEY EXPECTATIONS SOUGHT
·  Hold at least 3 whole club fundraisers each season and have full participation from all members. 
· Utilise duty days to fundraise and have whole club participation. 
ESSENTIAL SKILLS AND REQUIREMENTS
· Computer skills 
· Effective communication skills and attention to detail 
· Ensure all members fairly and equally contribute 
CODE OF CONDUCT

The Fundraising 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 Fundraising 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 Fundraising Coordinator is to train, mentor and support the incoming Fundraising Coordinator. 
RECOGNISING VOLUNTEERS - IDEAS
· Volunteers need to feel both valued and valuable. The following provides ideas around volunteer recognition strategies.  

· Appoint a volunteer coordinator – or multiple volunteer coordinators who have as part of their role to support, recognise and praise the efforts of volunteers. 
Acknowledge volunteers at the beginning of their volunteer role. A simple hello and thanks for being here is often sufficient.  

· Welcome letters when volunteers are first recruited. Provision of a Volunteer Handbook and adequate induction. 
Personal praise to volunteers while they are on the job. 
Use the public address system to acknowledge the various volunteers at a venue. Thank you letters, cards on the completion of the task.  

· Ask the members to thank the volunteers personally, encourage juniors to thank their parents. 
List active volunteers on the club notice board in a public show of thanks. 
Develop a years of service list of volunteers to display on your website.  

· Conduct Club Champions, Club Legends programs which recognizes long term extraordinary volunteer efforts. 
Include volunteers in decision making e.g. invite them to meetings/planning days. Invite volunteers to make contributions to the newsletter.  

· Acknowledge volunteer efforts at the AGM, presentation evenings. 

· Certificates and/or awards for volunteers e.g. Life Membership. 

· Volunteer of the Month Awards, photos of outstanding volunteer contributions. 

· Enter outstanding volunteers into community based recognition awards. 

· Write an article in the club newsletter about outstanding efforts of volunteerism. Reimburse volunteers for their out of pocket expenses. Consider honorariums/gifts for those who need to give large amounts of their time. 

· Fund or part fund training for volunteers. 

· Encourage volunteers to include their volunteering on the CVs. 

· Name an event after an outstanding volunteer. 

· Organise a function for all volunteers throughout the year. 

· Offer reductions in fees or entry to events for volunteers. 

· Give volunteers club merchandise e.g. caps, t-shirts. 

· Develop a culture within your club that truly values its volunteers. 

· Recognise your volunteers during National Volunteer Week 

· Celebrate International Volunteers Day – December 5  
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Position description template proudly made available by Sports Community
www.sportscommunity.com.au
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