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Executive Officers Of The Association.

President:

> Chairperson for all general meetings.

> Approval of all minutes and newsletters before distribution.

> Prepare agenda for all meetings.

> Updating of information booklet.

> Venue bookings
- Extra classes (To be booked by coaches, overseen by President)
- Meetings
- Camp

- Annual Concert.
> Act as a Welcoming officer at each class.

Vice President:

» Chair meetings if the President is unable to attend.
> Support the President’s role.

> Help with Venue Bookings.

> Act as Welcoming Officer.
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Secretary:

>
>
>

Manage the upkeep of club records.

Oversee and Manage online Registration.

Keep up to date student medical records.

- Supply copies to coaches.

- Advise of any changes.

Drafting responses of letters/notices.

Taking of minutes at each General Meeting and AGM

- Minutes to be approved by President/Vice President prior to distribution.

- Email approved minutes to all committee members and coaches within one week
of conducting the meeting.

Keep records of all correspondence in and out. Provide list for each general meeting.

Distribute accordingly.

Responsible for monthly newsletter.

- Typing and emailing of monthly newsletter to all club members, coaches and
committee.

Act as a Welcoming officer at each class.

Club Administrator:

>

VVVY

Main contact for CVI for correspondence and advise other committee member and
coaches of information accordingly.

Main contact for club enquiries via Telephone and Website.

Any typing of letters/notices etc in support of secretary.

Obtain external mail.

Keep currently Committee and coaching team’s contact details:

- Supply copies to committee, coaching team and parents.
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Advise of any changes.
Liaise with CVI to achieve Bronze, Silver and Gold leading clubs.
Ensure all coaches paperwork is on file and up to date, ie Training information,
Registration details, WWCC etc.
Generally assist with secretary’s tasks as required.

Treasurer:

Collect and receive all monies du and make all authorised payments.
Keep correct accounts and books showing the financial affairs.
Prepare a bank reconciliation as at each month end.

Provide financial reports for each general meeting and AGM including bank
reconciliations.

Prepare an annual asset list.

Prepare and lodge the annual statement to Business Affairs.
Organise accounts to be audited {(When necessary)

Prepare budgets

- Costume (with dress coordinators)

- Yearly.

Act as a Welcoming Officer.

Assistant Treasurer:

YVVVVVYVY

Banking of all Monies

Send Monthly outstanding fee accounts to all parents of all sections.
Chase up any fees in arrears. Contact parents/students directly.
Back up electronic accounting system.

Organise direct debits of accounts.

Assist the treasurer in all other matters.
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Marketing Officer:

» Co-ordinate all external advertisement.

Y Vv
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- Newspaper — deadline early Dec if applicable

- Colour Brochures

- Poster Boards.

Updating & Organising Printing of the concert Program.
Sponsorship

- Gain sponsorship or donations from businesses.

- Prepare a sponsorship package.

Sourcing any/all grants available for the club to apply for.
Any other assistance to any/ all committee or coaches.

Responsible for organising Concert DVD and Club photos each year.

Act as a welcoming officer at each class.

Ordinary Members.

General Officers:

> Represent parents of their sections.

>

Support for any/all executive committee members.

Coaching Committee

» Co-ordinate coaches for each section. Including sending out expressions

of interest for any new coaches.

> Appointing coaches for each sections.
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> Running coaches meetings in January and coach/assistant meetings and
training.

Pupil skills coordinator.

Hand out expression of interest notices to students.

Completion of registration forms.

Organise timetable with coaches.

Cost of levels — Liaise with ACF & CVI

Ensure students/coaches have the appropriate syllabus / music / video

VVVYVY

Team managers:

> Distribute correspondence to parents.
> Have phone numbers and contact lists for each parent in sections.
> Update Team app with results from competitions.

Costume Coordinators:

> Purchase fabrics and sequins needed for the year.

> Distribute costumes to parents.

> Liaise between coach and parents for all costumes needed.

> Issue all costume instructions, changes, sequins and trimmings.

> Keep detailed records of expenditure.

> List of volunteers to help for sewing.
Welcoming Officers:

> Act as the “Meet and greet” attendant at the club registration day and other club
based events and functions.

> Take new members through an induction and ensure that they have the information
they need to settle in smoothly.

> Provide new members with a welcome kit and take them through its contents

» Seek individuals who can continue to support newcomers. Eg Peer support role /
buddy system.

> Ensure new members are included on newsletter and social event distribution lists.
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> Follow up with members who cease their involvement without explanation to
ascertain if there were any issues that should be addressed.

> Relay any issues or problems to Committee as they arise.



