
Committee roles at a glance 
👤 President (2–5 hrs/week)
 Leads the club with vision and energy, representing LFC on and off the field.
 ⭐ Essential: Strong communicator, relationship-builder, forward thinker, good public speaker.

👥 Vice President (2–3 hrs/week)
 Supports the President and steps in when needed. Helps guide the committee and plan for the future.
 ⭐ Essential: Collaborative, confident speaker, able to step into leadership.

📑 Secretary (2–3 hrs/week, flexible)
 The organiser! Manages records, minutes, and communication to keep things running smoothly.
 ⭐ Essential: Organised, computer literate, good communicator.

💰 Treasurer (3–5 hrs/week. flexible)
 Looks after the dollars and cents. Keeps budgets, payments, and finances in order.
 ⭐ Essential: Financial expertise, accurate record-keeping, trustworthy.

📝 Registrar (2–5 hrs/week, busiest preseason)
 Handles registrations for players, volunteers, and coaches. Ensures compliance and smooth season starts.
 ⭐ Essential: Detail-oriented, familiar with Play Football system, good communicator.

🙌 Volunteer Coordinator (1–2 hrs/week)
 Our people person! Recruits, supports, and celebrates the volunteers who keep the club ticking.
 ⭐ Essential: Approachable, organised, supportive of others.

🤝 Sponsorship Coordinator (1–2 hrs/week as required, not every week)
 Builds strong relationships with sponsors and ensures they’re valued and recognised.
 ⭐ Essential: Confident communicator, relationship-builder, organised.

📱 Social Media Coordinator (1–2 hrs/week)
 The storyteller of LFC. Keeps socials buzzing, promotes events, and shares the moments that matter.
 ⭐ Essential: Active on social media, creative with content, respectful communicator.

⚽ Coaching Coordinator (3–4 hrs/week including coaching time)
 Supports and mentors our coaches to deliver great football experiences.
 ⭐ Essential: Coaching experience (min. Foundations of Football desirable), good communicator, respected in club.

🍔 Canteen Officer (3–5 hrs/week, game weeks)
 Runs the heart of game day – the canteen! Keeps things stocked, safe, and fundraising strong.
 ⭐ Essential: RSA & police check (for liquor license), organised, friendly.

🏟 Facilities Officer (1–2 hrs/ week as required, not every week))
 Looks after gear and grounds to ensure they’re safe, functional, and ready for use.
 ⭐ Essential: Hands-on, practical, organised.

📋 Grants Coordinator (1–2 hrs/week as required, not every week))
 Finds and applies for grants to support club improvements and programs.
 ⭐ Essential: Strong written skills, organised, detail-focused.

🧑‍⚖️ Referee Coordinator (≈1 hr/week)
 Supports junior referees with rostering, training, and guidance.
 ⭐ Essential: Referee qualifications desirable, approachable, good communicator.

🎟 Fundraising Coordinator (1–2 hrs/week as required, not every week)
 Leads events like raffles, BBQs, and quiz nights to raise vital funds.
 ⭐ Essential: Collaborative, event organiser, good communicator.

👨‍👩‍👧 General Committee Member (≈1 hr/week, flexible)
 A flexible helper role. Lend a hand where you can and be part of the team.
 ⭐ Essential: Enthusiastic, reliable, team player.
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President Position Description
The estimated time commitment required as the President is 2-5 hours per week.
The President should be:
· well informed of all organisation activities and able to provide oversight 
· able to build good relationships internally and externally, work collaboratively with others 
· forward thinking and committed to meeting the overall goals of the Club 
knowledgeable of the Committee Constitution, rules and duties of office bearers 
· attuned to the interests of members and other interest groups 
· a good role model and a positive image for the Club in representing the Committee in other forums  (e.g. league delegate meetings)
· a competent public speaker 
Specific duties include but are not limited to:
· Chair Committee meetings ensuring that they are run efficiently and effectively
· Act as a signatory for the Club in all legal purposes and financial purposes
· Regularly focus the Committee’s attention on matters of Club governance that relate to its own structure, role and relationship to any paid employees  
· Periodically consult with Committee members on their role, to see how they are going and help them to optimize their contribution   
· Ensure necessary skills are represented on the Committee and that a succession plan is in place to help find new Committee members when required
· Ensure relevant strategic and business plans are developed in order to achieve the goals of the Club.   
· Work with the Executive to support the recruitment, retention and training of the club volunteers 
· Serve as a spokesperson for the Club when required and represent LFC at necessary meetings such as Fred’s Pass User Group meetings (quarterly) and FFNT meetings (3-4 per year). 
· Communicate regularly and systematically with the Presidents of the member Clubs, the league, association and or parent body
· Assist in the development of partnerships with sponsors, funding agencies, local and state government, shared facility users and organizations that are relevant to the goals of the Club.  
· Coordinate Club planning to ensure appropriate plans are developed, presented to and reviewed by the Committee, and enacted as required   
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Vice President Position Description
The estimated time commitment required as the Vice President is 2-3 hours per week. 
The role of the Vice President is to shadow the President in providing leadership and responsibility for the organisation and the Committee and to step into the President’s roles where needed. It is often considered that the Vice President will succeed the President and that this role is in preparation. 
Desirable Attributes:
The Vice President should be:
· well informed of all organisation activities and able to provide oversight 
· able to develop good relationships internally and externally
· willing to step in for the President where needed including chairing meetings
· forward thinking and committed to meeting the overall goals of the Club 
· knowledgeable of the Committee Constitution, rules and duties of office bearers 
· able to work collaboratively with other Committee Members 
· a good listener and attuned to the interests of members and other interest groups 
· a competent public speaker
· able to raise concerns with the President where they arise 

Specific duties include but are not limited to:
1. In the event of the President being unable to fulfill their duties to step into that role
2. In the absence of the President, chair Committee meetings ensuring that they are run efficiently and effectively
3. Be an alternate signatory for the Club for legal purposes and financial purposes
4. Assist the President in deciding which matters are dealt with by the Executive, the full Committee and delegated to Committees
5. Coordinate Club planning to ensure appropriate plans are developed, presented to and reviewed by the Committee, and enacted as required   
6. Represent the Club at meetings and forums as agreed with by the President
7. Other duties as nominated by the President and / or Committee
	[image: A logo with a snake and a ball

AI-generated content may be incorrect.]
	Litchfield Football Club
20A Bees Creek Road, Coolalinga, 
NT, Australia, Northern Territory
media@litchfieldfc.com.au



Secretary Position Description
The estimated time commitment required as the Secretary is 2-3 hours per week.
Essential skills:
· organized 
· computer skills
· good communicator and collaborator 

Specific duties include but are not limited to:
· Maintain records of the Committee and ensure effective management of Club's records 
· Manage Minutes of Committee meetings, including either recording the Minutes or ensuring the Minutes Secretary does so, and ensuring minutes are distributed to members shortly after each meeting and no later than 7 days
· Development of the agenda in consultation with other Committee members and distribution prior to the meeting 
· Is sufficiently familiar with all current Club documents to note applicability during meetings
· Ensure that accurate and sufficient documentation exists to meet legal requirements 
· Enable and authorise people to help with the Committee's business.  This includes signing a copy of the final approved Minutes and ensuring that the signed copy is maintained  
· Ensure that the records of the Club are maintained as required by law and made available when required by authorised persons.  These records may include founding documents, lists of Committee members, Committee meeting Minutes, financial reports, and other official records  
· The Secretary ensures that official records are maintained of members of the Club and Committee.  He / she ensures that these records are available when required for reports, elections, referenda, other votes, etc.  
· Provide an up-to-date copy of the Constitution and bylaws as required. 
· Manage the general correspondence of the Committee except for such correspondence assigned to others  
· Help and lead the Committee in providing systematic communication from the Committee to Club members and other relevant stakeholders
· Provide a summary of Committee Minutes for distribution to all Club members via website.
· Collect and file relevant Police Check records or Working with Children documentation.
· Support grant applications and requirements of successful grants 
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Treasurer Position Description
The estimated time commitment required as the Treasurer is 3-5 hours per week (flexible, not every week).
The role of the Treasurer is to be responsible for the financial supervision of the Club to allow the Committee to provide good governance. The Treasurer is responsible to regularly report on the Club‘s financial status to both the Committee and the Club members.
Required Attributes:
· Good Organisational Skills
· Financial expertise (i.e. accountant, book keeper) 
· Ability to maintain accurate records
· Honest/Trustworthy
· Computer skills

Specific duties include but are not limited to:
· Provide advice to the Committee in their management of the Club finances 
· Administer all financial affairs of the Club
· Lead the annual budget process and ensure an appropriate annual budget is provided to the Committee for approval
· Ensure development and Committee review of financial policies and procedures
· Support any required auditing processes
· Receipt of all incoming monies
· Bank all monies received
· Pay all accounts
· Maintain accurate records of all income and expenditure
· Ensure that all receipts and payments concur with bank deposits and withdrawals
· Monthly financial reports – present at monthly committee meetings
· Arrange and despatch invoices for periodical payment 
· Issue yearly or ½ yearly membership fee
· Keep accurate record of all membership payments
· Be a signatory on club account
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 Registrar Position Description
The estimated time commitment required as the Registrar is 2-5 hours per week (biggest commitment during preseason then to support ordering of trophies before presentation day)
· Coordinate the registration process and ensure all registrations are processed and completed within the required timeframe. 
· Keep records of all registrations and share these with committee members as required.
· Ensure all necessary registration policies, procedures, and paperwork are available for release in advance of registration days. 
· Assist on club registration days. 
· Provide age group lists of registered players in a timely manner at the official close of registration to the committee and coaches. 
· Implement the Privacy Act regarding all membership information. 
· Provide all members’ details to the Secretary to maintain the club database. 
· Arrange for a reminder email to be sent to those members from previous years who have not renewed their membership. 
· Communicate any age groups that require additional registrations to the Social Media Coordinator for advertisement on social media and online platforms. 
· Understand Play Football systems and attend system training sessions prior to the commencement of the season or as required.
· Process registrations via Play Football or other systems as required for members (players, volunteers, coaches, committee, etc.). 
· Ensure Player, Coach, Manager & Committee ID Sheets/Cards (or electronic equivalents) are organized 
· Maintain member details as required by Play Football.
· Assist the club in promoting and implementing the self-registration option via Play Football. 
· Welcome new registrations and introduce them to the requirements of the Association. 
· Ensure all team coaches and managers are registered online as volunteers through the Play Football and assist where necessary. 
· Ensure that team leaders are Working with Children Check (WWC) compliant and assist where necessary. 
· Be available in the weeks leading up to the football season.
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Volunteer Coordinator Position Description
The estimated time commitment required as the Volunteer Coordinator is 1-2 hours per week (flexible, not every week).
The role of the Volunteer Coordinator is to recruit, support and recognize volunteers throughout the club.

Specific duties include but are not limited to:
· Detail a list of the volunteer requirements for the club in conjunction with the Committee
· Work with the Committee or selected subcommittee to develop or review Volunteer Support resources e.g.  Volunteer Handbook,  role descriptions
· Actively recruit volunteers including for home games and fundraising events 
· Induct new volunteers or arrange for others to do so
· Support new volunteer induction by organizing relevant people to support newcomers into their roles e.g. tee up an existing coach to support a new coach 
· Act as the “go to” person for volunteers should they have a concern or problem
· Actively recognize volunteers generally and individually through club communication
· Attend Committee meeting when requested or on request.
· Collaborate with the canteen officer and the fundraising coordinator to ensure the smooth running of home games and fundraising events.  
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Sponsorship Coordinator Position Description
The estimated time commitment required as the Sponsorship Coordinator is 1-2 hours per week (flexible, not every week).

Specific duties include but are not limited to:
· Review the current Sponsorship Package and be familiar with what the club promises to sponsors
· Keep a detailed record of sponsor details
· Send out a letter/email to current sponsors regarding their commitment for the coming season
· Seek new club sponsors and meet with potentials to outline what services they would value most
· Organise signage to be produced and erected on signing
· Build and maintain positive relationships with sponsors
· Invite sponsors to major club events and home games (including quiz night and presentation day), ensure they are greeted by yourself or another club member to facilitate a welcoming environment 
· Liaise with social media coordinator to ensure that sponsors get recognition (including team sponsor logos on team photos, naming sponsors in social media posts, sharing sponsor information on social media etc.)
· Liaise with social media coordinator to keep records of social media recognition of sponsors
· Send out a certificate of appreciation to sponsors (including businesses who donate to quiz night or other events). For team sponsors, this may be in the form of a team photo with a thank you message included
· Collaborate with our Sponsorship Coordinator to arrange for items that can be used as prizes or auction items for events such as quiz night or club raffles
Give a report at regular meetings and when required
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Social Media Coordinator Position Description
The estimated time commitment required as the Social Media Coordinator is 1-2 hours per week.

The key objectives of any communication plan should include the following:
1. Build your clubs audience on social media of people who genuinely follow and have an interest in your club
2. Build the sense of belonging between your club and its (social media) supporters and followers
3. Relay important information to relevant people within the club 

Essential Skills and requirements
· A frequent user of social media sites 
· The ability to plan what the clubs needs to communicate and when 
· Ability to engage people through social media  
· Strong understanding of the club’s protocols and ethics, ensuring this is upheld with media
· Respectful and effective communication
· Understanding how to create photos, video or other multimedia for use on socials (i.e. Canva)

Specific duties include but are not limited to:
· Sharing important information to club members and the community via email and other platforms (i.e. Facebook, Tik Tok, Instagram etc.)
· Create and share weekly club fixtures using club template (schedule will be provided by executive committee each week)
· Taking, collecting and sharing photos to promote our club on social media (ensuring media permissions are followed for club members/ children) 
· Helping to respond to messages on social media platforms 
· Liaise with sponsorship coordinator to ensure that sponsors get recognition (including team sponsor logos on team photos, naming sponsors in social media posts, sharing sponsor information on social media etc.)
· Liaise with sponsorship coordinator to keep records of social media recognition of sponsors.
· Take team photos of each team, work with sponsorship coordinator to create end of year certificates for players, coaches/ managers and sponsors 
· Help to manage our website to ensure it has relevant and updated information (we have tech support for this as well) 
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Coaching Coordinator Position Description

We are seeking two coordinators to share this role (U6s-U10s and U11s-U16s)
The estimated time commitment required as the Coaching Coordinator is up to 3-4 hours per week (including regular coaching time).
OBJECTIVE:
The primary purpose of the position is to provide relevant and valued coach support in the club environment, and to monitor and mentor coaches to conduct appropriate quality football activities that will enhance the players’ and coaches’ experience.
RESPONSIBILITIES:
· Develop a positive club coaching culture and promote inclusive practice within the coaching at the club.
· Monitor and mentor club coaches and provide support based on their needs/ wants.
· Ensure the coaches have access to appropriate resources 
· Ensure coaches are aware of any development opportunities in person or online 
· Share relevant information with families at the start of the season and update as required 
· Ensure coach registration is completed for each club coach
· Support committee to recruit coaches and allocate them to a team 
· Work with registrar to finalize team lists 
· Support teams if coaches are unavailable (i.e. sick) and ensure arrangements are made (combine them with another team etc.) 


ESSENTIAL SKILLS:
· Desirable: Minimum 12-24 months coaching experience at Junior level
· Minimum of Foundations of Football coaching qualification desirable 
· Well-known and respected within the club
· Basic understanding of the Football National Curriculum
· Good communication and organisational skills
· An ability to think on their feet, be proactive.
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Canteen Officer Position Description
The estimated time commitment required as the Canteen officer is 3-5 hours per week
OBJECTIVE:
The primary purpose of the position is to manage our canteen operations. This is a major source of funding to support club improvements, gear and programs. The Canteen Officer will collaborate with our volunteer coordinator to ensure the canteen has adequate helpers each home game. A police check and RSA are required to manage the club’s liquor license. 
Specific duties include but are not limited to:
Canteen Operations Management:
· Oversee the day-to-day operations of the canteen, ensuring smooth service during events and matches.
· Ensure canteen is clean, organized, and well-stocked with necessary items. Monitor/ exchange gas bottles. 
· Help to set up and pack down the canteen before and after events.
· Help to prepare and serve food and drinks to club members, players, and guests. Other volunteers will assist in this role, and there is no expectation for you to do this every home game. 
· Collaborate with the volunteer coordinator and the fundraising coordinator to ensure the smooth running of home games and fundraising event
Stock Control and Ordering:
· Manage stock levels of food and drinks, including monitoring expiry dates to minimize waste. 
Financial Management:
· Work with treasurer to prepare and manage a budget for the canteen, keeping appropriate records including the collection of receipts 
· Ensure profitability while maintaining reasonable pricing for club members and visitors.
· Monitor sales trends and adjust the menu or offerings as necessary.
Compliance and Safety:
· Act as nominee for liquor license for the club (requires a full police check) and an RSA. Ensure volunteer bar staff meet liquor license requirements/ hold a current RSA 
· Ensure compliance with food safety regulations and relevant health and safety standards.
· Maintain cleanliness and order in the kitchen and food prep areas.
Events and fundraising 
· Coordinate with event organizers to cater for special events, such as fundraisers, or club gatherings.
· Support with the coordination of food, drinks and necessary equipment for club events such as fundraiser (Bunnings BBQ, Quiz night etc.)
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Facilities Officer Position Description
The estimated time commitment required as the Coaching Coordinator is up to 1-2 hours per week (flexible, not required weekly)
OBJECTIVE:
The Facilities Officer is responsible for maintaining essential club facilities and equipment such as balls, cones and other training equipment. 

Specific duties include but are not limited to:
· Assist with line marking 
· Coordinate club members to assist with putting up and taking down nets at the beginning/ end of season (smaller junior goals to be placed away in changeroom hallway over wet season)
· Sorting training equipment into team bags with the correct sized balls
· Informing the committee if more or different equipment is required 
· Ensuring each team has essential equipment 
· Assisting to keep storage shed tidy
· Reporting any damaged goods or property to the committee 
· Coordinating to put goal nets up and take them down at the end of the season 
· Completing an equipment audit at the end of the season to assist with preparations for the following season 
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[bookmark: _heading=h.odt7s5ipnzpf]Grants Coordinator Position Description
The estimated time commitment required as the Grants Coordinator is up to 1-2 hours per week (flexible, not required weekly).

OBJECTIVE:
The Grants Coordinator is responsible for securing valuable funding for club improvements, gear and programs. The existing committee will support you to step into this role and collaborate with you throughout the season. 


Specific duties include but are not limited to:
· Staying up to date with available grants and sharing these with the committee 
· Seeking letters of support to assist with applications from relevant parties (such as Fred’s Pass Reserve, FFNT, local members of parliament etc.). 
· Completing grant application forms and submitting them on the behalf of the club with support from the President 
· Supporting Committee to ensure grants are used as intended, following any criteria for the grant (i.e. women in football requirements etc.)










[bookmark: _heading=h.13oso5kbxev5]Club Referee Coordinator Member Position Description
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The estimated time commitment required as Referee Coordinator is up to 1 hour per week.
OBJECTIVE:
The Referee Coordinator will manage our junior referee rosters for home games. This is a small but important role to support the development of our junior referees. 
Specific duties include but are not limited to:
· Collaborating with club members and supporting them to engage in referee training 
· Create a roster for junior referees at home games 
· Attend necessary meetings to advocate for the development of Referees 

Desirable Attributes:
· Referee qualifications 
· Effective communicator.
· Be approachable and demonstrate leadership qualities for our junior players 
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Fundraising Coordinator 
OBJECTIVE:
The fundraising coordinator will lead the fundraising subcommittee to plan events to raise money for the club. 

Specific duties include but are not limited to:
· Collaborate with the canteen coordinator and the fundraising coordinator to ensure the smooth running of home games and fundraising events.  
· Work with our fundraising subcommittee to plan for, organize and operate fundraising events such as Bunnings BBQs, Quiz Night and Raffles. 
· Collaborate with our Sponsorship Coordinator to arrange for items that can be used as prizes or auction items for events such as quiz night or club raffles. 

Desirable Attributes:
· collaborative 
· great communicator with club members and external stakeholders 
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General Committee Member Position Description
The estimated time commitment required as a General Committee member is up to 1 hour per week.

This role is designed for anyone keen to help out who may not have the capacity to take on a formal role within the committee. Help out as you can with tasks that match your skill set. 
Volunteer for tasks that suit your strengths and schedule
Share insights with the committee
Collaborate with others on larger projects or sit on subcommittees (i.e. fundraising) 
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