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The role of the Club Competition Secretary is to manage club

competition entries and assist in the organising of any club galas.

It is recommended that any member wishing to act in this role
should have a good grasp of the various competition pathways.

The time commitment of this role varies, but can be dependent
on the size of the club.

The Club Competition Secretary will need to be available and
accessible during the competition season.

The Club Competition Secretary role can improve skills that can
be used in future and current employment. For example, Event
management and Hytek software experience.

Volunteering in the role of Club Competition Secretary provides
the opportunity to meet new people and provide support for the
club.

The Club Competition Secretary should set a positive example
and work with other volunteers to make the club a success.
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Responsibilities of Club Competition Secretary

O( Comply with Swim Ireland recruitment
policy.

O( Communication with coach regarding
competition entries.

O( Issue competition information to
members in good time.

<(’ Collect competition entries.

O( Ensure communication of annual
competition calendar.

O( Respond to competition queries club members may have in a
timely manner.

O( Enter club members and teams in
@ competitions in good time.
0= O( Liaise with Club Treasurer around the
m 0o— collection of fees.
0= ((’ Prepare and distribute club officials rota.
@ Provide support to competitions team
managers.

O( Ensure compliance with meet licensing
requirements when hosting a club gala.
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Recommended Skills

Organised

Excellent IT skills

Respects confidentiality @ %
Good planning skills O

Effective communication skills

Good time management skills
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Requirements
A Digital Pass - Committee Member
Signed code of conduct

Attend relevant training for role including.

@ Online Module - Effective Committees
@ Online Module - Effective Meetings

Club Competition Secretary

Attend Club development days and live webinars

> PBb

Hytek training
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