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Roles and Responsibilities 

Having an effective club structure is important to become a successful club. Our committee is responsible for 
managing the club on behalf of its members. 

1. President 

1. Chair the Committee meetings and act as a figurehead for the Club as required. 

2. Ensure that the Committee structure has been put in place and areas of responsibility have been 
allocated accordingly. 

3. Ensure Club policies are followed and adhered to. 

4. In conjunction with the Committee, appoint the Club Team Captains and Vice Captains. 

5. Represent the Club with local authorities and government organisations. 

6. Submit annual applications for summer use of Camperdown Oval to the Local Council. 

2. Secretary 

1. Manage all official external correspondence to and from the Club including: 

o Any emails that are sent to the Club regarding its function, governance and activity are sent to the 
relevant people 

o All payment summaries, financial statements, invoices are sent to the Treasurer and President  

o Any external correspondence to or from external parties have the President copied in or notified 
in some form  

o Any Council information or correspondence is forwarded and given notice to the Council Liaison 
Officer  

2. Manage all internal communications within the Club, such as: 

o Notification to Social Media managers to advertise upcoming events on the Club’s calendar  

o To create a club calendar in liaison with Social Committee and President for the upcoming 
season  

3. Take and distribute the minutes of each Committee meeting to the Committee members. 

o Minutes are formulated and sent out to all committee members at the completion of the meeting 
as soon as practicable 

o Minutes from the previous meeting are sent to all committee members  

o A reminder for the next committee meeting is sent to all committee members at least 1 week 
before the meeting for opportunity to bring forward anything to place on the agenda  

o Minutes from the previous meeting are sent 1 week before a new committee meeting  

o The final agenda is sent to all committee members not less than 2 days before the meeting 

4. Ensure all appropriate Club insurance is in place. 

o Liaise with President, Treasurer in relation to insurance issues or notification for payment of 
insurance  

5. Ensure all Club details are up to date in MyCricket. 

o Preseason: After the completion of the AGM and the new committee installed all details of 
committee and representatives need to be placed on MyCricket 

6. Ensure all Club MyCricket access roles are updated. 

o Once Captains and Committee have been confirmed for the next season at the AGM, grant them 
to MyCricket  
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7. Ensure all players are registered in MyCricket. 

o Preseason: Be in contact with all players to confirm their details and update MyCricket as 
required  

8. Ensure all members details are maintained in the MyCricket registry. 

9. Club Membership: Send out requests for annual membership fees and monitor payment. Send out 
follow up reminders as necessary. 

10. Liaise with the Treasurer in relation to the payment of membership fees. 

11. Organise, edit and send out weekly match reports on the previous week’s games. 

12. Organise, edit and send out the Annual Report. 

3. Treasurer 

1. Maintain records and control all money coming into and paid out of Club accounts and ensure it is all 
receipted and accounted for. 

2. Provide a financial report at each Committee meeting and for the annual report. 

3. Prepare a Budget to ensure expenditure and income levels are understood. 

4. Ensure all players and members are financial as required. 

5. File the necessary forms at the DFT after the AGM. of A Delegate 

4. C&SCA Delegate  

1. Represent the Club at the relevant Association meetings. 

5. General Committee Members  

A broad range of duties are required of general committee members and these include, but are not 
limited to, being responsible for or assisting in the following areas: 

5.1. Liaison with Players 

1. Oversee all on-field activity of the Club. 

2. Liaise between the players and the Committee on the needs of the playing group as well as 
developments and appraisal of performance. 

3. Assist in the process of canvassing players to assist in the nomination and appointment of 
leadership amongst the playing group as well as XI captains. 

4. Be the direct line of contact from players to assist in any issues in the playing group. 

5. Report to the Committee on the progress of the playing group and performance on the field. 

5.2. Equipment 

1. Obtain match and training equipment as agreed by the Committee. 

o All match day balls have been purchased for the season  

o Review purchases of cricket balls throughout the season and assess the needs of the Club as the 
season progresses  

o Remain in contact with the Treasurer and President on requests for any equipment outside 
necessities for the season, e.g. new stumps, training balls etc.  

5.3. Clothing and other Merchandise 

1. Prepare merchandise inventory, merchandise sales and planned merchandise purchase reports for 
committee review. 

o Monthly stock take of all merchandise / clothing must be done for Treasurer’s records  



 

CCNSW Committee Roles and Management 
Organisation 

 

Authorised By: CCNSW Committee Status: Approved Document ID: CCNSW-POL-004 Version No.: 1.0 Issue Date: 24/10/2019 Page 3 of 4 

Incorporated under the Incorporated Associations Act (NSW) 1984; Incorporation No. 9880096 www.nncsw.com  Patron: Phil Emery 
 

o Retain an electronic / hard copy record of stock on hand at all times and review at least monthly  

o Research new clothing opportunities as well as other potential cost savings 

o Plan during the preseason for the needs of the Club’s players and be in regular contact with new 
players about clothing requirements for the season 

o Make sure all players understand the basic clothing requirements for the season and what they 
will need  

o Constantly review stock, purchase prices and availability to players  

2. Issue receipts for the sale of merchandise. 

o Customer copies may be either distributed to the recipient or retained for internal records  

o All receipts are to be kept unless customer copies are requested for financial records  

Ensure all merchandise sales takings are distributed to the Treasurer in a manner acceptable to them. 

5.4. Ground Maintenance and Operation 

1. Participate in start of season / end of season facilities handovers 

o Oversee of the collection of all keys at season’s end, ready for handover  

o Oversee the distribution of keys at the beginning of the season and record their distribution 

o Communicate with Council and Committee on any repairs to be completed for handover  

o Have an outline of any changes, repairs that have been completed by the club  

2. Ensure all required utility services are in place. 

o Coordinate with Council to have all utilities checked and fixed if necessary  

o Liaise with Council on repairs and financial reimbursement  

3. Ensure that the standard and cleanliness of the facilities is maintained throughout the season. 

o Communicate with team captains and vice captains on standards that need to be set in cleaning 
the rooms 

o Organise players to complete tasks on and after game day to maintain standards in the rooms  

o Ensure any changes, repairs to the rooms are recorded and notify council well in advance of start 
time  

4. Ensure the kitchen / bathroom / first aid kit stock levels are maintained. 

5. Co-ordinate facilities access for all required members and players. 

6. Liaise with Council on facilities maintenance activities. 

7. Liaise with Council in relation to the use and preparation of the grounds and turf wickets. 

8. Update the Committee on planned works and any changes to the rental agreements. 

9. Communicate with Council on the needs of the Club and its facilities. 

5.5. Insurance and MyCricket Player Registration 

1. Ensure all appropriate club insurance is in place. 

2. Ensure all club details are up to date in MyCricket. 

3. Ensure all club MyCricket access roles are updated. 

4. Ensure all players are registered in MyCricket. 

Ensure all members details are maintained in the MyCricket registry. 
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5.6. Entering MyCricket Match Details 

1. Teams / Matches 

o Make sure all players are registered with the club and keep contact with the Club Organisational 
manager for any player registration issues  

o Make sure that all Croydon teams are loaded into the system   

2. Ensure all team selections are entered appropriately in MyCricket  

o Consult with the relevant Team captains for teams on a Thursday Night 

o All team selections must be entered before the Association Deadline  

3. Ensure all  match results are entered appropriately in MyCricket  

o Send out reminders to all club captains about the need to update match results on completion of 
the day’s play 

o Make sure all captains are aware of Association rules regarding updating scores, phoning scores 
through and when this should happen by  

o Make sure a list of MyCricket instructions for Captains/Scorers is made for the season proper and 
added to the scorer’s kit  

o To Consult with the committee on matters regarding fines and any issues that may arise because 
of a lack of cooperation from Captains on their MyCricket duties  

4. Ensure all senior match disputes are actioned appropriately 

o Be in contact with club captains on any disputes  

o All correspondence to and from the Club on disputes is done through this position bearer 

5.7. Media Matters 

1. Maintain the Club’s website and public Facebook pages and the information contained therein. 

o Mission Statement is up to date and the explanation of the club and its purpose is correct 

2. Ensure the page is used positively to promote the club and its supporters. 

o Look to constantly use the website and Facebook page to update members on social functions as 
well as fundraising and sponsorship opportunities 

o Update weekly on the performance of all teams as well as any special achievements 

o Submit updates on club games, where teams are playing and to further advertise the club to gain 
public interest in its performances 

3. Reserve the right to remove any content deemed inappropriate or offensive. 

4. Review friends requests and invite new friends to the Facebook page. 

o Share the page and encourage all members of the Club to share with other friends on Facebook 

5. Maintain the club Twitter account and the information contained therein. 

o Ensure that the account is used positively to promote the club and its supporters 


