ESSEX METROPOLITAN NETBALL ASSOCIATION

Executive Committee Job Descriptions

09/09/2024
	Position
	Details of Responsibilities

All members of the Executive Committee have a collaborative responsibility to support the Covid 19 Officer in organising the County’s Leagues, tournaments and other netball-related activities


	Competencies/Skills

	President: Elected
	Chair AGM

Represent County at events
	Required

Able to attend & chair AGM

Recommended

Personable and good understanding of AGM procedures

	Chair: Elected
	Chair monthly Executive Committee meetings: manage conflicts of interest

Chair AGM, in absence of President
Attend Regional meetings/Regional Chairs’ meetings
	Required

Able to attend & chair monthly Executive Committee meetings & annual AGM

Able to attend quarterly meetings of the Regional Management Board/annual AGM/other Regional meetings

Subject to availability, attend & support activities organised by other members of the Executive Committee
Good knowledge/understanding of L&SER & EMNA plans and application
Knowledge of Conflicts navigations and procedures
Sound knowledge of “effective meeting” structure
Good communication skills 
Recommended

Be fair minded & neutral

Have good listening skills
Good knowledge and understanding of EN Governance


	Vice-Chair: Elected
	Chair monthly Executive Committee meetings: manage conflicts of interest, in absence of Chair

Chair AGM, in absence of President and Chair

Attend Regional meetings/Regional Chairs’ meetings, in absence hair
	Required
Attendance at monthly Executive Committee meetings & annual AGM
Regular communication with Chair re availability for Exec meetings and attendance at Regional meetings to cover
Good knowledge/understanding of L&SER & EMNA plans and application
Knowledge of Conflicts navigations and procedures
Sound knowledge of “effective meeting” structure
Good communication skills 
Recommended

Good knowledge and understanding of EN Governance


	General Secretary: Elected

	Minute Executive Committee meetings and AGM and disseminate minutes
Create and maintain annual calendar of meeting dates
Book venue for Executive Committee meetings and AGM

Circulate notice of AGM etc.  Complete Attendance Book for AGM and produce voting slips
Manage register of dates of election and appointment of Executive Committee members
Receive and handle/forward as appropriate, correspondence from EN and general public
	Required

Able to attend monthly Executive Committee meetings and annual AGM

Minute or note taking skills

Able to use Word 

Planning and organising skills

Have use of a laptop/computer

Recommended

Familiarity with National & Regional organisation/personnel

	Governance Lead: Appointed
	Lead the organisation in the implementation of the England Netball Governance Healthcheck and the Sport England Code of Governance 
Co-ordinate the regular review and update of all financial, governance, operational, safeguarding and other policies and procedures, including the County Plan, with fellow Executive Committee members and develop training and awareness programmes with them 
Develop and implement a governance framework to align with best practices and the needs of netball locally, including a succession plan 
Be the main point of contact for England Netball and other stakeholders for all governance matters 
As required, support the local netball community with all governance matters and work closely with the Resolution Lead to ensure that complaints are dealt with in a swift, fair and transparent manner. 
Lead on all Data Protection matters and maintain documentation to demonstrate organisational compliance with Data Protection Legislation
	Required
Knowledge of data protection law and practice
Knowledge of England Netball governance processes and procedures
Able to attend monthly Executive Committee meetings and AGM
Familiarity with England Netball website

Strong communication and interpersonal skills

Excellent planning, organisational and facilitation skills

Able to use Word and other relevant applications

Recommended
Expertise/interest in data protection and governance

Collaborative relationships with relevant personnel at Regional and National level


	Treasurer: Elected

	Receive monies from Clubs and individuals for:

League deposits, entry fees, fines, Academy & NDO income/expenditure and ad hoc invoices
Pay membership for Lifetime members in Essex Met Club
Issue registration cards for Clubs and individuals

Pay invoices as due [for court hire, Academy training, Coaching and Officiating workshops]

Issue invoices to clubs for court costs and overdue fines

Consult with Committee to set level of Essex Met affiliation fee

Monitor income and expenditure, reconcile bank statements each month

Prepare accounts for auditor

Attend Regional Finance TSG meetings
	Required

Able to attend monthly Executive Committee meetings, annual AGM & bi-annual Regional Finance Technical Support Group meetings

Proficiency with email, Word & Excel
Numerate
Recommended

Proficiency with online banking and ENgage membership system



	League Secretary: Elected

	Receive League team entries and organise into Divisions

Disseminate League papers

Administer the Essex Met League

Receive and reply to communications from teams eg complaints, rearrangement requests
Redirect complaints received to the Resolution Lead
Attend Regional Competition TSG meetings
	Required

Ability to attend monthly Executive Committee meetings, annual AGM and quarterly Competition Technical Support Group meetings
Proficiency with email and Word
Good verbal and written communication skills
Good organisational skills

Recommended

Working knowledge of software used to structure League required


	League Sub-committee roles
	
	

	League Organiser-works with League Secretary: not a member of the Executive Committee
	Enter League teams in software used for Essex Met League and organise League

Prepare and disseminate League fixtures, results cards, and schedules

Organise tournaments as required, print schedules, results cards etc 
	Required

Proficiency with email, Access, Word & Excel

Strong organisational skills particularly in arranging leagues and tournaments using current competition software.

Infinite patience



	Trophy monitor: does not have to be a member of the Executive Committee
	Trophies

Request return of trophies by 30 April in each year, based on log from previous year’s AGM. Liaise with Treasurer re fines for any late returns

Prepare list of trophy recipients (based on League results and decisions of Exec) and deliver to trophy shop, together with all trophies for engraving
 Collect trophies and plaques from trophy shop on the day of the AGM and co-ordinate their arrangement for presentation
 Prepare trophy receipts for signature

Collect any trophies not taken away and store until next AGM
	Required
Space for trophies

Able to use Word

Excellent organisation and planning skills

Recommended

Established relationship with trophy shop

	Results Secretary: Appointed


	Collect score cards from League fixtures

Update Sports Management Systems software with results in a timely fashion

Check results cards to specimen signature lists for League

Impose fines and penalties for infringement of rules

Keep records of “playing up” of players in League

Keep records of umpires in League
Keep records of Game Management actions in Divisions 1-3
Post results and league tables, with fixtures at central playing venue


	Required 

Able to attend monthly Executive Committee meetings and annual AGM

Able to use Word and Excel

Good attention to details skills

Planning and organising skills

Have use of a laptop/computer

Recommended

	County Officiating Lead: Elected
	Monitor and deliver the officiating section of the County Plan

Communicate relevant officiating information from EN throughout the County and vice versa

Advise & guide County members regarding officiating

Direct learners to available courses and booking process

Manage and track learners through data reports via ENgage or from EN to support the learner journey

Oversee/provide support within the County to help recruit new officials and develop current officials via mentor programs

Ensure opportunities are provided for umpires to gain experience at the relevant level

Oversee Into Officiating and C Award assessment opportunities for individuals 

Ensure that County Officiating Lead details for learners to access are up to date

Attend regular meetings of the Regional OTSG and provide County report for each meeting

Maintain a database of umpires in County

Provide practical opportunities following course attendance, particularly for Into Officiating and C Award learners

Oversee qualification of Into Officiating and C Award assessors

Liaise with Region and Regional OTSG to develop and standardise strategies for umpiring across the Region

Co-ordinate delivery of Rules forum and other CPD as requested/required by umpires or leagues
Oversee the County’s mentoring programme
Oversee the County’s umpire re-assessment programme: Currently suspended 

Hold rules books for sale
Hold and distribute IO and C cards and badges for successful learners
	Required

Able to attend monthly Executive Committee meetings, annual AGM and quarterly Officiating Technical Support Group meetings 
Strong communication & interpersonal skills
Knowledge of Netball & Officiating, including England Netball/Europe Netball Pathway, mentoring and assessing
Team leadership & delegation skills 
Approachable and influencing skills
Excellent planning, organisational and facilitation skills
Confident user of technology 
Ability to be flexible and work with volunteers from diverse backgrounds
Ability to build and maintain effective networks 
Flexibility & willingness to take on responsibility
Good decision-making skills 
Recommended

A/B umpire
Collaborative relationships with other Officiating personnel at County, Regional & National level

Qualified assessor, mentor & tutor

	Coaching Secretary: Elected

	Liaise with EN and LEA re Coaching Courses

Promote any coaching events

Liaise with NDO/Regional Manager to promote CAPs etc

Attend Regional Coaching TSG meetings
	Required
Able to attend monthly Executive Committee meetings and annual AGM
Working knowledge of email, Microsoft Word & Excel
Works well with others, is positive and helpful, listens, involves, respects and learns from the contribution of others 
Up to date knowledge of England Netball’s coaching pathway
Good communication skills for delivering key messages to a range of stakeholders both internally and externally
Values diversity and difference operates with integrity and openness. 
Recommended
Knowledge of the current England Netball Landscape
Holds the Level 2 Coaching Qualification or higher

	Junior League Secretary: Elected
	Administer the Essex Met Junior League

Receive communications from teams, complaints, re-arrangement requests etc and reply to such communications
Redirect complaints received to the Resolution Lead
Liaise with Regional Manager re any Junior events / information


	Required

Able to attend monthly Executive Committee meetings & annual AGM 

Proficiency with email, Word & Excel

Strong organisational skills particularly in arranging leagues 

Good communication skills

Recommended

Qualified Umpire, Coach or Technical Official

Preferably in an education role



	Development Secretary: Elected

	Promote any new netball initiatives from EN and Regional Manager

Review Essex Met Development Plan and Stakeholder Engagement Plan regularly with Exec members


	Required
Able to attend monthly Executive Committee meetings and annual AGM
Working knowledge of email, Microsoft Word & Excel
Works well with others, is positive and helpful, listens, involves, respects and learns from the contribution of others 
Up to date knowledge of England Netball’s products to support its clubs and members
Good communication skills for delivering key messages to a range of stakeholders both internally and externally 
Values diversity and difference operates with integrity and openness 
Recommended

Knowledge of the current England Netball Landscape


	Communications Secretary: Elected 
	Manage all social media channels (Facebook & Twitter) including creating and posting engaging content & news and responding to followers  

Maintain and update the Essex Met website 

Support NDO and members of the Exec Committee to drive awareness & interest in the County’s activities

Support clubs & wider netball community by liaising / posting / sharing and responding to their news & activities


	Required

Able to attend monthly Executive Committee meetings, annual AGM & quarterly Communications Technical Support Group meeting

Proficiency with email, Word & Excel

Strong organisational skills

Keen interest in netball 

Recommended

Experience of and interest in social media 
Ability to implement day-to day updates of website


	Safeguarding Officer: Appointed
	Provide information & advice on safeguarding and protecting children in netball, in particular the England Netball Safeguarding and Protecting Young People Policy

Provide information on appropriate safeguarding training

Receive and respond appropriately to any concerns expressed about childrens’ welfare

Attend Regional Disciplinary & Safeguarding TSG meetings

Attend Regional Volunteering TSG meetings
	Required

Able to attend monthly Executive Committee meetings and annual AGM

Working knowledge of email, Microsoft Word & Excel 
Have use of a laptop/computer

Attend Safeguarding courses: hold safeguarding qualification 

Liaise with Development Secretary on DBS issues 

Recommended

Experience with dealing with DBS

	Resolution Lead: Appointed
	Receive complaints, resolve or direct to England Netball as appropriate

If appointed by England Netball as a Disciplinary Secretary, organise Investigation Panel and, if appropriate, Disciplinary Panel

Send relevant forms to Complainant, Respondent & England Netball


	Required

Able to attend monthly Executive Committee meetings and annual AGM

Able to use Word and Excel

Good attention to details skills

Planning and organising skills

Have use of a laptop/computer

Able to attend and take minutes at panel and/or disciplinary hearings

Recommended

Minute or note taking skills



	Player Development Pathway

Representative: Appointed
	Satellite & County Academies-interview coaches, organise trials and programme, including the requirements of the England Netball pathway
Link to franchise pathway
	Required

Able to attend monthly Executive Committee meetings, & annual AGM

Proficiency with email, Word & Excel

Strong organisational skills particularly in arranging trials and tournaments

Works well with others, is positive and helpful, listens, involves, respects and learns from the contribution of others 

Up to date knowledge of England Netball’s Performance Pathway

Good communication skills for delivering key messages to a range of stakeholders both internally and externally

Values diversity and difference operates with integrity and openness. 

Recommended

Experience of Talent Scouting within the County

	Covid 19 Officer: Appointed
	Liaison between EN and County sharing information re COVID requirements in line with Government guidelines 

Keep up to date with current training, forum and documents COVID related
Ensure liaison with relevant venue/s to understand any facility specific risk mitigation protocols 
Lead the completion of the COVID-19 considered risk assessment 

Liaise with the Committee, coaches and officials on risk mitigation protocols 

Create a League Mitigation Plan  
Lead pre-activity risk mitigation briefings for all members: ensure attendees are reminded of COVID-19 symptom checking protocols prior to any activity taking place 
 Ensure risk mitigation protocols including social distancing are being adhered to  
Ensure any positive cases of COVID-19 are reported 
 Continue to review the risk assessment and communicate any areas that require further risk mitigation
Update protocols, risk assessment and risk mitigation as needed

	Required

Good communicator and organisational skills, communicating timely information to Committee

Approachable and accessible to support others

Attendance on relevant meetings and forum sharing info

Knowledge of EN Engage Test and Trace functionality

Good understanding of COVID protocols

Knowledge of information available on England Netball website
Good contacts with L&SE Covid officers to co-ordinate 

Regional approach

Recommended

	Equality, Diversity & Inclusion Officer: Elected
	Liaison between L&SER Equality, Diversity and Inclusion Working Group and EMNA County sharing information re EDI initiatives, programmes and roadmap in line with L&SER EDI strategy
Keep up to date with relevant and current EDI training, forums and documents.

Communicate and update Executive Committee on roadmap of future plans, timescales seeking comments, suggestions, engagement and implementation for Essex Met County 

Liaison between L&SER EDI Working Group and Executive Committee sharing upward feedback

Liaise with the Executive Committee and EMNA clubs, act as a sounding-board for suggestions and/or queries 

Liaison with relevant EMNA Executive Committee roles to ensure timely, informative and relevant information shared with EMNA club members, using relevant media


	Required
Keen interest in diversity, equality and inclusion 
Attendance at monthly L&SER EDI meetings 

Regular communication with Executive Committee on EDI projects

Ability to create platform for collaboration and inclusion between Executive Committee, EMNA clubs and L&SER strategies

Good communication skills 

 

 

Recommended


	Schools Secretary: Appointed
	Liaise with schools’ representatives, including the organisation of the borough rounds of National Schools tournament.

Attend County round of National Schools tournament to present trophies (or arrange replacement).


	Required

Able to attend monthly Executive Committee meetings & annual AGM 

Proficiency with email, Word & Excel

Strong organisational skills particularly in arranging tournaments

Good communication skills

Recommended

Qualified Umpire, Coach or Technical Official

Preferably in an education role
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