 Position Description – Communications Director 
Position Type:              Voluntary
Hours:			Approximately 10-15 hours per week
Reports to:	Caboolture Netball Association Board and Members of the Association
Terms
Commencement Date:	Annual AGM
Duration of Term:	(as per Caboolture Netball Association Constitution – Adopted 2022)	
5.2.1. Subject to clause 5.2.2, the term of office for board members is two years. 
5.2.2. Board members shall remain in office from the conclusion of the annual general
meeting at which they were elected until the second annual general meeting following their
election, but are eligible, subject to clause 5.2.4, on nomination, for re-election.
5.2.3. The board shall have the power to determine the sequence of retirements for board
members to ensure rotational terms, whereby approximately one half of the board
members retire in each year.
 5.2.4. Any person who has served as a board member for four consecutive years must retire
for a minimum of one year before being eligible for election to any board position.

Resources:	Out of pocket expenses – Approved by the Board.
Recognition & Reward:	To be discussed and approved by the Board, dependent on circumstance including free or reduced fees, free Association apparel (Official polo, jacket and cap), suitable gift on completion of this term.

Key Objective and Roles and Responsibilities
To foster, manage and improve all aspects of promotion of the Association, with a specific focus on social media and website management.
· attend board meetings and general meetings of the association;
· Ensure the Child Safeguarding compliance requirements are met, including facilitating mandatory child safeguarding training across the organisation.
· be responsible for reporting to the media all match results from any fixture, event or carnival conducted by the association;
· seek favourable media coverage, including photos of all association activities and events. 
· present a monthly report submitting recommendations for approval;
· maintain and update all social media tools available to the association including but not limited to the association’s website and account;
· work closely with other board members to achieve the objects of the association and to ensure its general wellbeing;
· perform such other duties as the board may direct;
· be aware of all current and planned association activities;
· serve as chair of subcommittees as appointed;
· form part of the selection panel for any employees employed by the association, if required;
· report to the board, operational positions and general members of the association as appropriate.


Qualifications Requirements

· Hold a current blue card.
· Hold a current Drivers Licence to effectively attend events.
· Have completed the Child Safeguarding courses through Netball Australia

Skill Requirements and Relevant Experience

· Experience and/or proven ability to fill a management role in a not-for-profit, volunteer-based Association, including a good understanding of the need for planning, administration needs and the ability to liaise with the Board or members.
· High standard of written and oral communication, interpersonal and effective people management skills.
· High standards of working knowledge of social media platforms
· Good listening skills and project management skills.
· High level of understanding the Associations needs of the Association to allow continual growth.
· Proven understanding of the legal, financial, ethical, and moral requirements of the Board.

Interaction: The Position will be expected to interact with the following key stakeholders and individual positions:
[image: ]
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· Board of the Association
· Association Sub Committees
· Selection Committees
· State & Local Government Agencies
· General Public
· Netball Queensland 
· Affiliation Clubs and Members
· Other Association Personnel



Performances Measures
	Performances
	KPI (how performances are measure)

	Strong motivation and volunteer management
	The Board is fully supportive of you and is enthusiastic and committed to the progress of the Association.

	Operational objectives achieved in outlined timeframes
	All operational tasks/actions are delivered within the designated timeframes and are to the required standard.

	Organised and effective meetings and operational outcomes
	All relevant meetings are attended and participated in to ensure the operational needs of the Association are met.

	Record keeping system meets organisational and legal requirements
	Organisational record management is monitored, and the administration and financial task are up to date and in order.

	Adequate and Effective Communication
	Relevant information and communication requirements reach the relevant group and/or individual.
Relevant information required in assisting the Board in their decision-making processes at meetings is sourced and provided.

	Legal requirements, constitution, policies and procedures
	All legal requirements have been completed within the timeframes.
The constitution has been adhered to and updated.
The Association’s policies and procedures have been complemented on a day-to-day basis and updated where necessary.
Maintain compliance with relevant legislation including BlueCard and child safeguarding obligations
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