Position Description
Registrar/Fixture Officer

Role
The role of the Registrar is to supervise and be responsible for the proper registration of all player members within the Association.

The Registrar/Fixture Officer is elected by the Management Committee (aka MC) and does not have voting rights on the MC unless they are a member of the MC as well.

Responsibilities
· Assist the MC in their review of membership fees and arrangements for the ensuing season for consideration.
· Prepare, update and circulate membership documents as required.
· Ensure registrations are completed correctly for each player member.
· Update details of existing members where and when required.
· Provide the committee with recommendations for improvements to membership practices for consideration.
· Maintain the Association database.
· Assist with development of strategies for the ongoing expansion of the membership base of the Association.
· Provide regular updates at general meetings regarding the current status of membership numbers.
· Liaise with Associations executive and team officials when necessary.
· Act in the best interest of the members at all times.
· Undertake the role in good faith and honesty.
· Provides a Fixture Draw for all QCSA Competitions as required.
· Is responsible for the Setting of Divisions and the structure of the competitions to be offered, including venue information and dates a venue may be unavailable.
· Attends to forfeited games.
· Adjusts points on fixture table as necessary for late forfeit adjustments.
· Attends to rescheduled games.
· Attends to wet weather games or cancellations.
· Adjusts the rankings of teams if played uneven number of games in 1 season.
· Updates all information on the online process and implementation of data within the same system, including but not limited to club field availability/information; fixture/round information and structure; teams into divisions.
· Provides a structure for State Titles.
· Provides a structure for the Finals series.
· Provides for the dissemination of relevant information to MC and the Member Clubs, via reports.
· Updates the Club Handbook / Competition Rules each year for the following season.


Skill Set
· Have a good working knowledge of the constitution, Association rules and by laws, policies and procedures as well as the duties of all office holders and sub-committees.
· Have a strong understanding of the legal and compliance obligations of running the Association.
· Reasonable Financial skills/knowledge.
· Must have advanced computer skills.
· Report writing skills for General Committee reports.
· Passionate about the Association and dedicated to improving Association practices.
· Be well organised and able to work under pressure, especially at the beginning and end of the season.
· Be able to communicate effectively.
· Hold or willing to apply for a current volunteer “working with children” check (if relevant).
· Have a good understanding of the sports requirements at local, regional and higher levels.
· Receptive to change.
· Dedicated person.

Sub-Committee Management
· The Registrar/Fixture Officer is to ensure that the sub-committee members are contributing to the QCSA goals.
· The Registrar/Fixture Officer is to ensure that the sub-committee members make well-considered decisions.
· The sub-committee members will assist the Registrar/Fixture Officer in:
· the process of compiling a draw for the Association;
· reviewing any dispensation requests for players;
· compiling the divisions for each season;
· reviewing any objections received for divisions each season;
· managing their workload when required.
· Have a good working knowledge of the Association rules and by laws, policies and procedures.

The estimated time commitment required as the Registrar/Fixture Officer is a minimum of 25-30 hours per week (on average), between January-October.  They also need to be available when games are scheduled (i.e., weeknights, Saturday day/night) for any issues that may arise or wet weather matters.

If at any stage the Registrar becomes aware of a personal conflict of interest, real or perceived between themselves and the Association, they should immediately notify the Association Secretary of the conflict who will immediately inform all other committee members.

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

End of Year Hand Over - Updating key documents
At the end of each year a key activity of the Registrar 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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