

Registrar

[bookmark: _Hlk214353249]Commitment to Safeguarding Children & Young People
Every person in the netball community has a responsibility to understand their role in ensuring the safety and wellbeing of all children and young people in our care. United GC Netball Club is committed to promoting and protecting the rights of children and preventing abuse from occurring by fostering a culture where children feel safe and empowered. We also seek to ensure the cultural safety of First Nations children, children from culturally and/or linguistically diverse backgrounds and children with a disability.

To supervise and manage the administration of all players and member registrations for the club, ensuring accurate records are maintained and the registration process is smooth and efficient.   

Responsibilities 

Registration Management:
· Plan, prepare for, and run club online registrations.
· Process all new and returning player registrations.
· Manage all player transfers in accordance with competition rules.

Player Records:
· Maintain an accurate and up-to-date register of all players.
· Ensure all relevant player details are obtained and recorded.
· Maintain a record of past and present registered members.

Administration and Communication:
· Respond to player and member enquiries.
· Maintain a waiting list for players who have expressed interest in joining the club.
· Communicate registration status and any issues to the committee.
· Ensure all necessary data is forwarded to the affiliated netball body.

Financial Liaison:
· Work with the Treasurer to ensure all membership fees are collected and all applicable fees are paid to the affiliated body.

Compliance:
· Implement and adhere to all legal privacy regulations regarding member information.

Team Coordination:
· Coordinate the grading of players and the organisation of teams for the season.
· Ensure team rosters comply with minimum and maximum player limits. 


Requirements

The Registrar is expected to:
· Act in the best interest of the members at all times;
· Attend all Committee meetings;
· Undertake the role in good faith and honesty.



End of year hand over

Updating key documents
At the end of each year a key activity of the Registrar will 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 club secretary prior to the Annual General Meeting each year.

Induction of the incoming President
An important responsibility of outgoing Registrar is to train, mentor and support the incoming President.



Essential Skills and requirements

· Hold or willing to apply for a current volunteer’s “working with children” check;
· Computer literate;
· Good communication skills;
· Well organised and able to work under pressure, especially at the beginning of each season;
· Report writing skills for General Committee reports;
· Knowledge of the Club membership packages and external requirements (eg: NQ capitation fees etc);
· Ability to learn a registration database system.


The estimated time commitment required as the Registrar is 2 hours per week, with more hours during registration and grading periods (usually January – April).

Position description template proudly made available by Sports Community
www.sportscommunity.com.au		1
[bookmark: _Hlk214353269]Unity | Nurturing | Inclusivity | Transparency | Excellence | Determination 	2 | Page

image1.png




image2.png




