

Uniform & Equipment Officer

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.
The Equipment and Uniform Coordinator is responsible for the acquisition, management, protection and sale of all club equipment, uniforms, apparel and merchandise.
The role has two primary functions
· Maintain safe operation and longevity of all club equipment;
· Manage stock and maximise appropriate sales of club uniforms, apparel and merchandise.
Responsibilities
Prior to the season
Equipment
· Review all club equipment and identify equipment needs for the upcoming season;
· Review equipment from an operational and safety perspective, repairing items as required and disposing of equipment that is no longer usable;
· Ensure the equipment register is updated for any equipment removed from use;
· Identify new equipment needs, obtain quotes and seek approval from the committee to purchase required equipment;
· Update the equipment register for all new equipment purchased;
· Assemble equipment bags for each club team with appropriate equipment (NetSetGO or Juniors), updating the register to record who is responsible for each item;
· Liaise with our preferred equipment suppliers regarding purchases, repairs and maintenance.
Uniforms, apparel and merchandise
· Review uniforms, apparel and merchandise sold by the club in previous years, ensuring suitability for the next season;
· Finalise the proposed range of uniforms, apparel and merchandise for the upcoming season;
· Provide recommendations to the committee on the proposed range and pricing;
· Liaise with the President and Committee to ensure uniforms, apparel and merchandise reflect the current views and needs of club members;
· Work with the Club Treasurer to set realistic sales targets for uniforms, apparel and merchandise that are reflected in the club budget;
· Prepare membership and sales information that can be provided to players and families to support uniform and merchandise sales;
· Arrange for the club website/Stack Team App to be updated with current uniform, apparel and merchandise information;
· Liaise with Social Media Officer on content that promotes and supports sales of club uniforms, apparel and merchandise;
· Act as the primary point of contact for all uniform, apparel and merchandise enquiries;
· Assist with processes for collecting revenue related to uniforms, apparel and merchandise.

During the season
Equipment
· Ensure people using club equipment have been appropriately instructed and are competent to do so;
· Monitor equipment use throughout the season to ensure it remains accounted for and in safe working condition;
· Ensure equipment not in regular use is stored appropriately to protect its condition and longevity.
Uniforms, apparel and merchandise
· Distribute uniform orders to members;
· Regularly review uniform, apparel and merchandise sales with the Treasurer against sales targets and, where necessary, develop additional sales strategies;
· Monitor any credit sales to ensure outstanding amounts are followed up and paid;
· Ensure all purchases of uniforms, apparel and merchandise are invoiced correctly and that all funds owing to the club are collected;
· Be the initial point of contact for any issues or complaints from members concerning uniforms, apparel and merchandise;
· Manage second hand uniform pool;
· Liaise with uniform and merchandise suppliers as required throughout the year.

Post season
Equipment
· Collect all club equipment to be stored during the off season and update the equipment register accordingly;
· Review and repair equipment requiring maintenance before the next season;
· Follow up any outstanding items of equipment that have not been returned;
· Provide the committee with a summary of equipment issues and likely needs for the following year.

Uniforms, apparel and merchandise
· Conduct an end of season review of remaining uniforms, apparel and merchandise;
· Provide a report to the committee on unsold or slow moving items and any stock write offs required;
· Make recommendations to the committee about changes to the range, design or ordering quantities for the following season.


Essential Skills and requirements
· Well organised.
· Willing to follow up missing equipment.
· Strong understanding of the equipment needs of the club. 
· Well informed of all organisation activities. 
· Aware of the future directions and plans of members and the club.

End of year hand over

Updating key documents
At the end of each year a key activity of the Equipment Officer will review and revise their position description to ensure it continues to reflect the requirements of the role.  
The equipment officer will also update the equipment register listing all the equipment the club owns and where it is currently stored or who is in possession of equipment still in use.
The updated Position Description and equipment register must be provided to the Club Secretary prior to the Annual General Meeting each year.

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


The estimated time commitment required as the Equipment Officer is 2 hours per week.  More hours at the beginning of the season.
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