[image: image1.png]


 Cumnor Minors Football Club

The Closes, Appleton Road, Cumnor, Oxford, OX2 9QH

www.cumnorminorsfc.net
Role description for Fixtures Secretary
The Fixtures Secretary is one of the key roles in the Club.  S/he is responsible for:
· Coordinating fixtures from the various leagues in which our teams compete, and matching these to the pitch and training facilities available at The Closes and elsewhere.

· Publishing and updating fixture lists for all age-group teams on the Club’s website at www.cumnorminorsfc.net
· Liaising with all teams and local leagues to resolve any fixture queries or problems.

· Being one of the Club’s Officers (along with the Chair, Vice-Chair, Treasurer, Secretary and Child Protection & Equalities Officer) to act as a Custodian of the Club’s assets in line with our Rules and Constitution. 

· Attending meetings and taking part in the Club’s governance and other activities as reasonably required.

· Accounting to the Club’s Committee on all matters relating to fixtures.

The role is unpaid, but the holder can reclaim all reasonable out-of-pocket expenses (for example, postage, stationery and an allowance for phone costs and travel) via the Treasurer.

Useful skills and attributes
The Fixtures Secretary should ideally be someone who:

· Is a member of the Club (for example, a parent, senior player or Life-Vice President), with a commitment to our values and standards
· Is reliable and able to work to weekly deadlines

· Has good communication and basic IT skills, with access to the Internet
· Is able to attend some evening meetings and weekend events.
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We are an FA Charter Standard Club affiliated to the Berks and Bucks FA
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