Position Description
New Club Liaison Officer

Role
The role of a New Club Liaison Officer is to build and maintain mutually beneficial relationships with new clubs and QCSA and to facilitate communication with new clubs who are wanting to join QCSA.

Responsibilities
· Visits & communicates with Clubs, with a special focus on new or expanding Clubs.
· Assists clubs during their first season with the association.
· Addresses issues relating to single-team or small Clubs: growth potential in numbers, Referees, fees, Junior/Senior concerns, advantages of using existing fields, combined Clubs, or amalgamation.
· Attend to email and phone enquiries from prospective new clubs.
· Follow up on new club/expansion leads and revisit previous enquiries.
· Keep accurate records of clubs wishing to join QCSA.
· Work closely with Management Committee to promote QCSA in areas that need attention, and work with marketing to grow our association numbers.
· Bring new club leads to Management Committee and upon approval actively engage with new clubs to get them game ready. This includes MyClubMate set up.
· Visit with new clubs during their first season at their club and check in via email/phone at least 2 (two) other times to assist if required.
· Provide activity report to Management Committee and at the AGM.

A meeting fee of $40 is payable to all elected chairs, positions, committee members and sub-committee members, for meetings held and attended.  

[bookmark: _Hlk216963126]End of year Hand Over - Updating key documents
At the end of each year a key activity of the New Club Liaison Officer will be to review and revise their position description to ensure it continues to reflect the requirements of the role.  The updated Position Description must be provided to the Association secretary prior to the Annual General Meeting each year.
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