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Role & Responsibilities:

MIXED FIXTURES SECRETARY 

The role of Mixed Fixtures Secretary is to plan and arrange all mixed game fixtures, liaising with other clubs/organisations.  Also to produce and distribute a mixed fixture lists for all members.


	Responsible to: The Club     Committee
	Responsible for: Mixed team members


	Main Duties
	Skills Required

	· Arrange at least 4 mixed team fixtures per season

· Produce mixed fixtures list for all members to diarise (and post these on the web site)

· Liaise with other clubs/organisations to arrange fixtures

· Ensure that members are aware of fixtures

· Liaise with one of the Fixtures Secretary’s to book pitches for mixed fixtures

· Liaise with the Treasurer to arrange payment of pitch hire 

· Attend committee meetings
	· Confident and effective communicator

· Well organised

· Good administration skills


The Commitment we are looking for
Meetings are held on the first Monday of every month between July and April.  In addition, the AGM is held in May each year.  The term of office is for a minimum of 2 years although the club will allow the holder to resign if they feel they cannot fulfil the role. You will need access to a telephone and a computer, including e-mail and internet access.

What else can we tell you about the role?
As Mixed Fixtures Secretary it is your responsibility to ensure that the club has mixed fixtures to play throughout the season.

Yours is an important role with regards to bringing club members together to play hockey on a social level.

