
 
 
 

 
KLEIN WINDHOEK SQUASH CLUB 

 
Activities description for each position in the committee (The first four are essential as per the club 
constitution) 

1 CHAIRPERSON 

1.1 What you will do: 

 Chair the Committee meetings and AGM 

 Automatically serves as the club’s representative on the Namibia Squash Association committee 

 Direct general affairs of the club 

 Lead the committee in making decisions for the benefit of the whole club including disciplinary matters 

 Represent an unbiased viewpoint allowing free discussion to take place 

 Have the casting vote on any unresolved club issues 

 Assist the Club Secretary to produce agendas 

 Represent the club at external meetings, when required 

 Manage and oversee the work of officers and other club personnel 

 Present the club’s annual report at the AGM 

1.2 How much time will it take? 

 Approximately five hours per month 

2 VICE-CHAIRPERSON 

2.1 What you will do: 

 Chair the Committee meetings and AGM if Chairperson is unavailable 

 Assist to direct general affairs of the club 

 Lead the committee in making decisions for the benefit of the whole club including disciplinary matters 

 Represent an unbiased viewpoint allowing free discussion to take place 

 Have the casting vote on any unresolved club issues in the absence of the chairperson 

 Assist the Club Secretary to produce agendas in the absence of the chairperson 

 Represent the club at external meetings, when required 

 Manage and oversee the work of officers and other club personnel 

2.2 How much time will it take? 

 Approximately five hours per month 

3 CLUB SECRETARY 

3.1 What you will do: 

 Be the ‘principal administrator’ for the club, dealing with all club correspondence 

 Prepare and distribute the Committee meeting agendas 

 Take the Minutes of all Club Committee meetings and distribute copies 

 Keep signed copies of all meeting minutes on file 

 Carry out or delegate administrative duties; enabling the club to run smoothly 

 Work alongside the treasurer to see that all affiliation/registration documents are accurate and are paid on 
time 

 Attend meetings (as appropriate) 

 Organise and attend the club AGM and other club meetings 



3.2 How much time will it take? 

 Approximately 6-8 hours per month. Some of this work will be required at weekends and in the evenings. 

4 TREASURER 

4.1 What you will do: 

 To look after the finances of the club 

 Keep detailed written records of all accounts and make sure that the club operates within the annual 
budget 

 Attend the Committee meetings and AGM 

 Hold a bank account in the name of the club 

 Act as a primary signatory on the club account (and appoint two others as agreed by the Club Committee) 

 Prepare annual balance and profit & loss sheets for AGM 

 Collecting subscriptions and all money due to the organisation 

 Keeping up date records of all financial transactions 

 Ensuring that all cash are promptly deposited in the bank 

 Paying bills and recording information, ensuring that funds are spent properly 

 Issuing receipts for all money received and recording this information 

 Reporting regularly to the committee and at AGM on the club’s financial position 

 Preparing and arranging for year-end statement of accounts to be audited 

 Helping to prepare and submit any statutory documents that are required (e.g. VAT returns, PAYE) 

4.2 How much time will it take? 

 Approximately three to four hours per month 

5 FUNDRAISING OFFICER 

5.1 What you will do: 

 Identify sources of funding for the club 
 Talk to / build a relationship with local businesses and funding providers 

 Develop sponsorship proposals 

 Organise innovative fundraising activities to generate income 

 Explore grant opportunities and complete application forms, together with members of the Club Committee 
including the Chairperson/Vice Chairperson 

 Liaise with Marketing Officer to ensure that any news of grants, sponsorship or fundraising efforts are well 
publicized 

5.2 How much time will it take? 

 Approximately two hours a week, though there will be times where nothing will be required of you while 
other weeks would require much more commitment (e.g., in the weeks leading up to a fundraising event). 

6 MARKETING OFFICER 

6.1 What you will do: 

 Raise the profile of the club in the community and in the county 

 Talk to / build a relationship with the local media 

 Secure a budget (if possible) for the club’s marketing/promotional activities, in association with the 
Treasurer 

 Ensure the club website and social media feeds provides up to date and relevant information 

 Report on club events and coordinate the compiling of match reports 

6.2 How much time will it take? 

 Approximately two -three hours a month 
 

 



7 COORDINATOR 

7.1 What you will do: 

 Act as the initial point of contact for current and potential volunteers 

 Put people in roles that suit their skills, interest and availability 

 Give volunteers support, guidance and encouragement 

 Recognise and reward success, nominating volunteers for club, local and national awards 

 Maintain a log with the details of active volunteers within the club 

7.2 How much time will it take? 

 Approximately 2-3 hours per month 

8 YOUTH AND DEVELOPMENT COORDINATOR 

8.1 What you will do: 

 Listen to young people, gaining feedback to help improve their experience at the club 

 Attend Committee meetings, contributing from a young person’s perspective 

 Champion the importance of developing young leaders within the club 

 Encourage young people to become young leaders 

 Mentor young leaders providing coach assistant training opportunities 

 Co-ordinate young leaders to assist in club activities and events 

8.2 How much time will it take? 

 Approximately two to three hours per month 


