[image: image1.jpg]Leamington
Hockey Club

FOUNDED 1993




Role & Responsibilities:

SOCIAL SECRETARY

The role of Social Secretary is to effectively and efficiently create, plan and manage successful social events for the club and its members.  The Social Secretary has overall control on recruiting, motivating and managing the social committee, and will liaise with the Treasurer, the Press Secretary and Chairperson as appropriate.  It is also the role of the Social Secretary to develop new and imaginative fund-raising ideas.


	Responsible to: The Club     Committee
	Responsible for: Social Committee


	Main Duties
	Skills Required

	· Organising a pre-season event and at least four other social events per year

· Produce a social calendar for the season so members are aware of events well in advance

· Organise the End of Season Ball

· Organise the Christmas party

· Organise Easter Tour

· Work alongside the Mixed Fixtures Secretary to organise Rickmansworth tour

· Book venues and entertainment as and when required

· Co-ordinate fund-raising events, possibly two major events per year

· Ensure that funds are properly accounted for and information is passed on to the Treasurer

· Motivate club members (and non-members) to attend social events and fund raising events

· Raise awareness of the club

· Work with the Press Secretary to use media outlets to promote and advertise forthcoming events (if appropriate)

· Attend committee meetings
	· Confident and effective communicator

· Creative, innovative and enjoys socialising

· Enthusiastic and good motivator

· Highly organised

· Ability and knowledge to act as spokes person for the club


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 Social Secretary, you must be enthusiastic, motivated, have good communication skills and be well organised and committed.  In your capacity as fundraiser you will also need to be innovative and enthusiastic.

Yours is a very important role in developing the ‘fabric’ of the club.  You encourage people to join us, to stay and to enjoy their role a club members.

