Events & Training Secretary

Responsible to:

Management Committee (Executive)

Aims & Objectives:

· To support the activities of Perth City Swim Club, and contribute to it’s development.

· To provide administrative support to the Management Committee in relation to training and event issues

· To ensure effective liaison with Head Coach, poolside personnel, swimmers, and other key partners.

Duties & Responsibilities:

· To be the named contact within the club for all issues around training and events.

· To attend Midlands League convenor meetings (annually or as appropriate).

· To advertise all relevant competitions on the club notice board & website.

· To receive entries & monies for competition entries and submit electronically on time to the appropriate Gala convenor (liasing with Club Treasurer as appropriate).

· Make refunds as appropriate of entries not accepted by gala convenors (liasing with Club Treasurer as appropriate).

· Notify (on notice board) accepted entries for all competitions

· Process all results and maintain records electronically.

· Notify (on notice board & website) all results of galas/competitions entered by club swimmers.

· Liase with Head Coach re training schedules and squad memberships.

· To organise Annual Club Championships (with assistance from management committee)

· To act as Convenor for all home galas (as per description below)

Duties of Gala Convenor (Home Galas only):

· Establish date of Gala or obtain date from Midlands league convenor meeting as appropriate

· Book pool (check set-up time is included in hire period and full gala equipment with PA system will be supplied) for home matches & club Championships

· Apply for licence depending on type of Gala and enclosed cheque as appropriate.

· Arrange referee if non-league gala. If league contact referee a week ahead of home gala to confirm warm up and start times

· Arrange technical officials, contacting other clubs as necessary to ensure full compliment.

· Arrange refreshments (paper/plastic cups & juice etc) and allocate person to take responsibility. 

· Order pads & watches from STO Convenor.

· Arrange recorders
- Sheila Hitchen brings all necessary paperwork

- Premier league –lap-top & master disk are required.

- Club Championships – make up recording sheets according to events and age groups

· Make up/Photocopy sufficient programmes for all officials plus some spares. Laminate one for display in swimmers area.

· Organise announcer – ensure have details of any Health & Safety announcements and a copy of the programme.

On the day:

· Bring starting mechanism – ensure it is operating correctly.

· Ensure gala starts on time

· Ensure facilities are as on the booking form and correct equipment in place (chairs for timekeepers, table & chairs for recorders, etc).

· Ensure towels are available on each lane for drying blocks (pool supplies).

· Prepare list of all officials attending and their skills for referee to allocate duties prior to start of gala.

· Thank all helpers & pool staff at end of gala.

· Distribute gala results

Annual Club Championships (in addition to above)

· Decide dates (liase with Management Committee).

· Agree programme of events.

· Make out time cards and order of heats, ceding as appropriate.

· Collect trophies/cups prior to Gala

· Order medals

· Ensure recorders aware of procedure for younger swimmers

· To act as gala convenor throughout the competition days to address any issues as per the advertised gala rules and conditions.

