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Role & Responsibilities of the

Junior Social Secretary
Purpose of the role

The main purpose of this role is to organise social events for the junior hockey section to bring the players, officials and parents together in a social setting to enhance relationships within the club, to promote long term committed club members.

Responsible to


The Club Committee through the Junior Chairman.  
Work closely with
You will liaise closely with the Senior Section Social Secretary, and the Club Manager, Treasurer.
Requirements
As Social Secretary, you must be enthusiastic, motivated, have good communication skills and be well organised and committed.  You encourage people to get involved, to stay and to enjoy their role as club members.

How much time will I need to give to the role?

Approximately 5 hours per month, or 8 hours per event.
Tasks and responsibilities
1. Organising a beginning of season Junior Fun Day,
2. Organise at least two other social events per year (eg quiz, junior disco),
3. Organise the end of season Junior Fun Day,
4. Encourage and help age groups to organise at least one social event for their age group in the season (eg bowling, watch a senior match and have a pizza etc)

5. Recruit and manage parent volunteers to help at events,
6. Publicise events,
7. Book venues and entertainment,
8. Keep the club manager informed of proposed dates to ensure no clashes for use of clubhouse or grounds

9. Budget for events, keep financial records and report to the Treasurer,

10. Maintain a file of useful information to aid handover of role to new person, help recruit a replacement.
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