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Dursley Rugby Football Club

Junior / Mini Section

ROLE REGISTRATION SECRETARY
SUMMARY OF ROLE: To deal with all aspects of registering mini and junior teams and players with the RFU, including their eligibility to play and any transfer requests.
ACCOUNTALBE TO : Junior Rugby Manager
DUTIES:

· To ensure the procedures for registration are consistent with guidance from the RFU and GRFU and are clearly communicated within the club

· To ensure relevant paperwork is available to enable players to register

· To process all registrations through the Rugby First website

· To provide team managers with up to date lists of registered players in their age groups

· To ensure all teams and players are eligible to compete
· To liaise with the membership secretary on currency of membership of individual players

· To deal with transfer requests

· To follow up queries on registration and carry out appropriate action

IDEAL/KEY SKILLS FOR ROLE: 
• Organisational skills

· Good management skills

• Good communication skills 

· Approachable and friendly

· Knowledge of the eligibility rules for registration

· Access to internet 

· CRB clearance
You will need your own IT equipment and printer.   The post is unpaid although receipted expenses may be reimbursed at the discretion of the Treasurer.

TIME COMMITMENT: 

• Approximately 2 hours per week.
Role of Team Manager June 2010

