

JOB DESCRIPTION
Job Title:
Competition Secretary
Main Duties:

· Responsible for the compilation and management of the Clubs 12 months gala fixtures (in conjunction with the Swimming Rep)
· Issue Gala invitations for inter club galas and returning lists of attendees, returning acceptance slips to other clubs

· Issue fixtures lists to club officers and members

· Liasing with the Secretary regarding the booking of pools for galas

· Maintaining lists of officials and helpers

· Organising Officials and helpers for all club galas

· Liase with Trophy Warden
· To follow and promote Club Child Protection Policies

Officer_________________________    Date:___________

Chairperson_____________________   Date: __________
FOLKESTONE SPORTS CENTRE
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