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	JOB DESCRIPTION

	Job Title:

Business and Affiliated activities Manager

	Post Number:

	Reporting To: Club Chair
	Date of Issue: November 2011

	OVERALL PURPOSE OF POST:

Responsible for: 
· Bar stock and staffing, 
· Cleaning and ground staff, 
· Kitchen and catering, 
· Procurement of materials, services, energy and water consumption and management of utilities

· Managing hire of clubhouse and pitches to third parties. 
· Providing representation for all affiliated activities including cricket, athletics and ladies rugby. 

To be a member of the Finance sub-committee.
Working closely with the Finance Manager / Club Treasurer.


	
	CONTEXT IN WHICH THE ROLE IS TO BE CARRIED OUT



	
	This role ensures the provision of essential; services and support that enable all other parts of the Club to function effectively.

 


	
	THIS ROLE IS ACCOUNTABLE FOR:-



	1.
	Taking stock of bar provisions on a weekly basis and replenish stock to meet the needs of the membership/playing teams and other activities



	2.
	Ensuring the following areas are cleaned to an appropriate standard and to a set routine (Club House, Kitchen and Changing Rooms)



	3.
	Ensuring all required pitches are marked out – including cricket - (in conjunction with Facilities Manager and Grounds staff)



	4.
	Negotiating yearly utility bills (Electric/ Gas / Water / ‘phone)



	5.
	Receiving all club bookings and recording these in Club diary behind bar, and ensuring bar staff are available for all functions (seeking guidance from Management Committee where necessary)



	6.
	Arranging bar staff rota to make sure all home games are covered



	7. 
	Liaising with relevant cricket clubs, negotiating terms and conditions of hiring the ground

	8.
	Providing representation for all affiliated sports activities including cricket, athletics and ladies rugby



	9.
	Providing monthly reports to Management Committee meetings at club 




DATE ISSUED:   November 2011
TERMS: 

The term of office is 1 year, with elections due at the AGM (normally in November).  
You will need access to IT equipment and printer.   
The post is unpaid although receipted expenses may be reimbursed. 
TIME COMMITMENT: 
Approximately 2-3 hours per week

	PERSON SPECIFICATION

	Job Title: 
Business and Affiliated activities Manager


	Date Prepared: November 2011



	Attributes


	Essential


	Desirable



	General & personal qualities

	· well organised

· able to plan ahead

· good communicator – spoken and written word

· able to delegate

· leadership skills

· able to motivate others

· self-motivated
	


	Experience


	· handling money and financial transactions
· organising people
	· business or ‘buying’ experience 
· negotiating experience



	Knowledge / Skills and Abilities
	· high level of numeracy 
· IT skills – able to use appropriate software

· report writing skills

· able to communicate effectively
 
	

	Other
	
	


CLUB MARK is the Sport England mark of high quality junior clubs











