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Introduction 

The following document states the key roles and responsibilities that need to be 
fulfilled in order for Reading Swimming Club to successfully operate and develop as 
a predominantly volunteer-run swimming Club. 

The document seeks to provide as much information as possible on the duties that 
are carried out, and the attributes and qualifications that are required for each role. 

Additional duties may develop as the role develops and as other role holders and 
volunteers seek assistance and as such, role holders will be expected to take on 
these duties as they arise. 

The document will be maintained and updated as such duties and roles become 
more apparent and relevant to Reading Swimming Club (RSC). 
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The Honorary President acts an ambassador for Reading Swimming Club through 
representation at external bodies and such environments.  

As an experienced Club member, the role holder shall have influence and provide 
assistance on all areas within the Club operations. 

 

The President will:   

• Help identify the aims and requirements of the Club  

• Develop, along with the committee, coaching and teaching staff, a plan for the 
development of swimming and water polo within the club  

• Implement the current Action Plan  

• Support and enforce the club’s policies  

• Attend Committee Meetings on a regular basis  

• Attend the Annual General Meeting (AGM).  

• Attend meetings in a neutral and un-committed capacity  

• Liaise with the Treasurer regarding financial aspects of club management  

• Coordinate the club’s recruitment and induction of volunteers with the club’s 
Volunteer Coordinator  

• Follow and promote the Amateur Swimming Association (ASA) Child 
Safeguarding Policy and Procedures. 
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The Chairperson takes on the role of the figure head at Reading Swimming Club, 
utilising key decision making and leadership, to direct the club. 

Through the overall running of the Club, the Chairperson becomes the face of the 
Committee’s decisions and of the RSC to external organisations such as the ASA. 

 

The Chairperson (and Vice-Chairperson) will: 

• Chair and direct meetings of both the Management and Executive 
Committees. 

• Liaise with the Secretary on the content of the agenda and minutes of 
meetings. 

• Manage and oversee the work of Club personnel, becoming involved in the 
co-ordination of club activities, where necessary. 

• Present the club’s annual report, in associations with the Secretary. 
• Present the club’s annual accounts, in association with the Treasurer. 
• Advise the Treasurer on the use and investment of RSC funds. 
• Attend any meetings within the Borough that are pertinent to RSC (or 

delegate suitable person(s) to do so). 
• In situations of no other alternatives, make executive decisions in matters of 

the utmost urgency. 
• Have the casting vote in the event of any split vote in either Management or 

Executive meetings.                                         
• Promote the Club and its profile at any given opportunity. 
• Abide by all policies and codes as required by the club, including the Club 

code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

 

The Vice-Chairman will take the place of the Chairman if he/she is absent for any 
reason. 

Required attributes: 

• Enthusiastic with a sound knowledge of RSC and its financial position. 
• Educated to a good standard 
• Good knowledge and understanding of aquatics. 
• Leadership and management skills. 
• Good communicator with approachable, clear and concise instructions. 
• Public speaking. 
• Ability to control meetings, follow meeting agendas and ensure everyone has 

the opportunity to present their views. 
• Competent management skills to ensure all agenda items and business at 

meetings are covered, with all decisions being understood and recorded. 
• Ability to represent RSC at external meetings. 

 

Consult ASA ‘The Good Club Guide: for a Club Chairperson’ for more information. 
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The Honorary Secretary becomes the central point for all administration, 
information and management/executive communication within RSC. 

The role holder acts as a link between Reading Swimming Club and external 
organisations such as pool operators, local authorities and the ASA. 

Through consultation with the Chairperson, the Secretary is essential to the 
unfaltering running of the RSC. 

 

The Secretary will: 

• Become the main contact at RSC, receiving, reacting to or delegating all 
correspondence to relevant persons. 

• Arrange the monthly Management Committee meetings, quarterly Executive 
Committee meetings as well as the Annual General Meeting at the start of the 
season. 

• Issue agendas in consultation with the Chairperson. 
• Complete the minutes of meetings, or delegate onto another Committee 

member. 
• Be responsible for the booking of all facilities for club use (pool time, meeting 

rooms, etc.) and communicate any changes to relevant personnel. 
• Have joint responsibility with Chairman for managing Head Coach. 
• Liaise with Committee members to ensure all appropriate administration is in 

place and maintained. 
• Assist in maintaining the qualifications database for all Coaches and 

Teachers. 
• Have an understanding of roles and responsibilities of other club members, so 

as to ensure all actions are delegated to the relevant personnel. 
• Abide by all policies and codes as required by the club, including the Club 

code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

Required attributes: 

• Enthusiastic with a sound knowledge of RSC and the people within the Club. 
• Excellent communicator both through verbal and written mediums. 
• Good administration skills including word processing and minute taking. 
• Good organisational skills. 
• Ability to maintain confidentiality. 
• Team worker both internally and externally. 
• Ability to represent RSC at external meetings. 

 

 

 

Consult ASA ‘The Good Club Guide: for a Club Secretary’ for more information 
including ASA documentation and administration.  
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The Honorary Treasurer is responsible for producing and managing RSC’s financial 
accounts, becoming the key focal point of all financial queries including the income 
and expenditure of the Club. 

 

The Treasurer will: 

• Maintain a record of all income and expenditure leading to the keeping of a 
full set of accounts, which can then be examined at the end of the year.  

• Keep all relevant cheque books/bank account details on behalf of RSC and 
ensure prompt banking of funding.  

• Work in co-operation with the Chairperson and Secretary to keep accounts up 
to date. 

• Pay all invoices on behalf of the Club and reimburse relevant expenses to 
personnel as necessary. 

• Make regular reports at meetings as to the financial position and prospects of 
RSC. 

• Provide a yearly budget on projected income and expenditure based on 
known previous figures, in agreement of the Committee members. 

• Submit RSC’s annual accounts, financial forecast for following year and the 
hardship funding policy for Swim 21 accreditation. 

• Pay invoice via cheque submitted monthly by Head Coach. 
• Abide by all policies and codes as required by the Club, including the Club 

code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

 

Required attributes: 

• Enthusiastic with a sound knowledge of RSC and its financial position. 

• Financial background and knowledge of managing and producing accounts. 

• Knowledge of using and producing accounting spreadsheets or other 
accounting systems (RSC use Hy-tek software). 

• Reliable and honest. 

 

 

 

 

Consult ASA ‘The Good Club Guide: for a Club Treasurer’ for more information 
including tips on preparing budgets and maintaining accounts. 
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The Welfare Officer assists with the safeguarding and protecting of children and 
young people at RSC, through implementing ASA Wavepower 2012/2015 policies 
and procedures. 

The role holder takes responsibility for carrying out Disclosure Barring Services 
checks (formerly CRB checks) on all staff/volunteers, which have to be updated 
every 3 years. 

 

The Welfare Officer will: 

• Have an understanding of child protection, ensure all relevant policies and 
procedures are implemented and be aware of any updates. 

• Promote the ASA Whistleblowing Policy by becoming the first point of contact 
for everyone involved in RSC, where issues concerning child welfare arise. 
Ensure these are reported and referred in accordance to ASA Wavepower 
2012/2015. 

• Note the contact details of the Local Children’s / Social Care Services, the 
Police and ASA Safeguarding Team 

• Ensure all appropriate staff / volunteers have up to date DBS checks. 
• Ensure that all members who work pool side follow the procedures identified 

in ASA Wavepower 2012/2015, co-operating with the Secretary to keep an 
accurate list of all members who work poolside. 

• Implement ASA Wavepower 2012/2015 procedures for the safe recruitment of 
staff and volunteers. 

• Promote ‘Child Protection’ to a standing item on the Committees’ meetings 
and thus provide regular updates. 

• Co-operate with the Secretary to ensure the RSC Codes of Conduct for 
swimmers, parents, coaches and volunteers are kept up to date. 

• Abide by all policies and codes as required by the club, including the Club 
code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

 
 
The Welfare Officer requires: 
 

1. To have attended NSPCC Child Protection in Sport Unit ‘Time to Listen’ child 
safeguarding training. 
 

2. To have attended a SCUK Safeguarding and Protecting Children Workshop or 
an approved accredited Local Safeguarding Children’s Board equivalent. 
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Required attributes: 

• Understanding of child protection and its importance. 
• Understanding of how best practice and the use of criminal checks can help 

prevent child abuse. 
• Good communicator with approachable, clear and concise instructions. 
• Good listener with empathy for young people. 
• Ability to respect confidentiality while being tactful and discreet. 
• DBS checked. 

 

Consult ASA Wavepower 2012/2015 Section 2.2 on page 45 for ‘The role of the ASA 
Club Welfare Officer’. 

 

 

 

 

 

 

 

 

 



 Page 10 of 29 
 

The Honorary Medical Advisor provides medical advice for RSC and all its 
members. 

The role holder will liaise with the Head Coach and other committee members 
regarding any relevant issues. 
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The Membership Secretary maintains records of all swimmers within the squads 
and teaching programme of RSC through the use of  Hy-tek ‘Team Manager’ 
software, of which the personal details must be confidential and only released via a 
‘need to know’ basis. 
Through liaising with the Communications Officer or the relevant Coach / Teacher, 
new swimmers’ information are passed onto the Membership Secretary who ensures 
these details are communicated to relevant Committee members. 
 

The Membership Secretary will: 

• Ensure membership forms and ASA registration forms are completed fully by 
each member. 

• Confidentially store an up to date membership list of all swimmers in the 
training programme - including parent/guardian contact details, additional 
emergency contact details, medical/disability information. 

• Confidentially store an up to date membership list of all non-swimming 
members including RSC officials. 

• Confirm these details are correct with members on a yearly basis. 
• Ensure members are signed up as ASA members and the membership fees 

are collected. 
• Liaise with the Coaches for information necessary on swimmers moving into 

the training programme from the teaching programme. 
• Abide by all policies and codes as required by the club, including the Club 

code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

 

Required attributes: 

• Enthusiastic with a sound knowledge of RSC and the structure of the Club. 
• Excellent communicator both through verbal and written mediums. 
• Good administration skills. 
• Good organisational skills. 
• Ability to maintain confidentiality. 
• Team worker. 
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The Communications Officer role provides a central point for the club to lead and 
promote its activities, targeting increased membership and income and / or to 
improve the club’s image and profile. This includes liaison with the local media and 
raising the club’s profile within the local community. 

 

The Communications Officer will be responsible for 

● Management of the info@readingswim.org. Ensuring that all in coming 
communication from this address are passed on to a suitable club 
representative within three days or responded directly if appropriate. 

● Coordinating the production of a news letter once a month that provides 
relevant and interesting information to the whole swimming club.   

● Ensure that all gala have reports produced within one week of the event. 
Provide final edit and release to the press and website press release area 
and concise summary for website head lines. 

● Ensure that external publicity is pursued to maximise the awareness of 
reading swimming club. 

● Work with committee members to produce items such as flyers and work 
with head coach to ensure these are distributed to maximise awareness of 
Reading Swimming Club. 

● Work with executive committee members and the web site administrator to 
rejuvenate and then maintain website providing, publicity, awareness and 
current information to members and where appropriate information to 
external site visitors. 

• Abide by all policies and codes as required by the club, including the Club 
code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

 

 

 

 

 

 

 

 

 

mailto:info@readingswim.org�
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The Liaison Officer acts as a link between the Club, the Swimmers and their 
Parents/Carers  

The Liaison Officer will: 

• Manage the interface between all club members – management team, 
coaches, parents and swimmers 

• Seek to resolve problems/complaints/disputes that arise - with the !east 
amount of disruption to all parties concerned 

• Promote effective communication between all members 

• Attend Management and Executive meetings 

• Abide by all policies and codes as required by the club, including the Club 
code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  
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The Swim 21 Co-ordinator will co-ordinate the implementation and development of 
the Swim 21 initiative within RSC.   

This will require the role holder to co-ordinate their activities with the ASA in order 
ensure all that is required and track the overall progress. 

 

The Swim21 Co-ordinator will:  

• Collect and understand the information regarding what is required. 

• Assess the position of the Club in relation to what is required. 

• Create an action plan personalised for RSC and delegate the tasks to 
Committee members where required in order to ensure progress is made. 

• Co-operate with all necessary volunteers where necessary. 

• Take responsibility for the overall project, ensuring all requirements are 
fulfilled before the submission deadline. 

• Abide by all policies and codes as required by the club, including the Club 
code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

 

Required attributes: 

• Good knowledge of the roles and processes that take place within RSC. 

• Excellent communicator including via telephone and e-mail mediums. 

• Good organisational skills. 

• Ability to delegate. 

• Good team worker. 

• Adaptive and flexible approach to approaching tasks. 
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The Squad Administrators are responsible for the general administration of their 
individual squads. 

 

The Squad Administrators will: 

• Forward emails relating to RSC only

• Forward any emails for parents to relevant member of Committee. 

 from other elected members of the 
Committee to the parents of squad swimmers. 

• Help and support parents in finding the correct member of the Committee to 
speak to when necessary. 

•   Abide by all policies and codes as required by the club, including the Club 
code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

 

Required attributes: 

• Sound knowledge on RSC and its structure. 

• Well organised and efficient. 

• Excellent communicator. 
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The Head Coach/Lead Teacher direct the RSC Coaching and Teaching programme 
including the coaching/teaching staff, poolside help and the swimmers. 

The Head Coach/Lead Teacher will, amongst other responsibilities:  

• Deliver the Club's coaching programme in conjunction with other teachers and 
coaches.  

• Lead and support the Club’s team of Coaches and Teachers.  

• Ensure that training schedules are prepared for the squads.  

• Develop and update, with the help of other coaches and teachers, an ongoing 
rolling training programme for all of the swimming groups, all ages and 
abilities.  

• Encourage the continuous development of coaching and teaching skills within 
the coaching team  

• Allocate swimmers to squads after consultation with Coaches/Teachers 

• Regularly review swimmers' development throughout the Club's swimming 
groups and identify those swimmers who are able to move to a higher group, 
in consultation with their own teacher/coach, parents and the club committee.  

• Liaise with the Club Committee to allocate appropriate water time to the 
different training groups.  

• To liaise with Parents as necessary  

• Have an input into team selection for galas. 

• Support the Club teams at galas and open meets  

• Be aware and understand the facility Emergency Action Plan and Normal 
Operating Procedures (EAP and NOP) at each facility used by RSC. 

• Attend regular meetings with Coaches, Teachers and poolside helpers  

• To attend coaching conferences as appropriate.  

• To keep aware of the latest techniques and coach accordingly.  

• Support and enforce the Club’s policies and procedures.  

 

Required: 

• Appropriate coaching/teaching qualifications. 

• Up-to-date Coach/Teacher license. 

• Holds membership of either Institute of Swimming (IoS) /British Swimming 
Coaches Association (BSCA).  
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The Squad/Coach Representative becomes the face of the Coaches in the 
Management and Executive Committee meetings. The role holder helps the Club 
progress through representing the view of the Coaches, enabling the Coaches and 
Committees to move as a team. 

 

The Squad/Coach Representative will: 

• Communicate with other Coaches on a regular basis. 

• Become the person Coaches come to with concerns, as well as other 
members of the Committees. 

• Attend Committee meetings to represent RSC Coaches in making key 
decisions. 

 

Required attributes: 

• Excellent communicator. 

• Ability to seek and represent the views of others. 

• Experienced knowledge of RSC and the Coaches. 
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The Club Captain is the link between the RSC Executive Committee and the 
swimmers. They help the Club develop through representing the views of the 
swimmers and thus assist in providing advice and guidance from an athlete 
perspective. 

 

The Club Captain will: 

• Be a positive role model for all swimmers. 
• Welcome new members and encourage members to become involved in 

social and voluntary activities at RSC. 
• Communicate with other members to provide support and advice where 

needed. 
• Attend Committee meetings to represent RSC swimmers in key decisions. 
• Volunteer their time and efforts for RSC where necessary. 

 

Required attributes: 

• Excellent communicator. 
• Positive role model. 
• Ability to seek and represent the views of others. 
• Experienced knowledge of RSC, the coaches and swimmers. 
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The Masters Secretary will act as an interface between the Masters squad and the 
RSC Committees. 

Consequently, they will have to incorporate many roles such as those of the 
secretary, membership secretary, squad administrators and treasurer to ensure the 
Masters squad runs effectively. 

 

The Masters Secretary will: 

• Become the first point of contact for new swimmers looking to join the Masters 
and co-operate with the Masters Coach to arrange a trial.  

• Work in association with the Membership Secretary to ensure new swimmers’ 
details are passed on and they are signed up to the ASA. 

• Work in association with the Treasurer in ensuring all Masters swimmers are 
up to date on membership and training fees. 

• Attend Executive Committee meetings in order to provide updates on 
progress or any issues. 

• Abide by all policies and codes as required by the club, including the Club 
code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

 
Required attributes: 

Same as those outlined for the role of the Honorary Secretary. 
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The Water Polo Secretary will act as an interface between the Water Polo squad 
and the RSC Committees. 

Consequently, they will have to incorporate many roles such as those of the 
secretary, membership secretary, squad administrators and treasurer to ensure the 
Water Polo team runs effectively. 

 

The Water Polo Secretary will: 

• Become the first point of contact for new polo players looking to join the Water 
Polo team and co-operate with the Coach to arrange a trial.  

• Work in association with the Membership Secretary to ensure new polo 
players’ details are passed on and they are signed up to the ASA. 

• Work in association with the Treasurer in ensuring all polo players are up to 
date on membership and training fees. 

• Attend Executive Committee meetings in order to provide updates on 
progress or any issues. 

• Abide by all policies and codes as required by the club, including the Club 
code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

 
 

Required attributes: 
Same as those outlined for the role of the Honorary Secretary. 
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The Teacher Programme Co-ordinator is responsible for the ‘Learn to Swim’ 
programme at RSC. 

 

The Teaching Programme Co-ordinator will:  
• Liaise with the Teachers regarding the implementation of the ASA National 

Plan for Teaching Swimming.  

• Ensure that Teachers keep accurate records of class attendance and 
swimmers progress.  

• Liaise with the Teachers of the different stages regarding vacancies and 
promotion to the next stage.  

• Ensure the Head Coach is informed of any swimmers demonstrating natural 
talent and/or fast progress.  

• Notify the Treasurer of class transfers to ensure all finances are kept up-to-
date. 

• Update the Membership Secretary regarding vacancies in the different stages. 

• Ensure that special needs of the swimmers i.e. any medical conditions, 
physical impairments and fitness levels are recorded on individual progress 
sheets and Teachers are aware of such conditions.  

• Be aware and understand the facility Emergency Action Plan and Normal 
Operating Procedures (EAP & NOP) and accident / injury reporting 
procedures.  

• Abide by all policies and codes as required by the club, including the Club 
code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

 

Required attributes: 

• Enthusiastic with a sound knowledge of RSC. 
• Good knowledge of ASA Teaching and Coaching Qualifications. 
• Keep updated with new teaching techniques. 
• Good organisational skills and ability to delegate. 
• Good IT skills.  
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The Volunteer Co-ordinator oversees the volunteers within RSC and ensures their 
experiences are meaningful and enjoyable, so as to promote future voluntary efforts. 

The voluntary team at RSC involves the Committee members, Coaches, Teachers, 
Officials and Helpers. 

 

The Volunteer Co-ordinator will: 

• Become the main point of contact for volunteers and prospective volunteers. 
• Build effective working relationships with RSC volunteers and the ASA County 

Workforce Co-ordinator. 
• Co-ordinate and organise training for the Club workforce including working 

with the Welfare Officer to ensure appropriate persons have taken 
Safeguarding courses and CRB checks. 

• Become responsible for leading the recruitment, induction (utilising facility 
induction checklist) and support of all Club volunteers. 

• Ensure all volunteer positions have clear and concise role descriptions. 
• Abide by all policies and codes as required by the club, including the Club 

code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  
 

Required attributes: 

• Enthusiastic with a sound knowledge of RSC and the role of volunteers within 
RSC and their importance in the sporting world. 

• Good knowledge and empathy for volunteer needs. 
• Good organisational skills and ability to delegate. 
• Good word processing skills 

 

 

 

 

 

 

 

 

 

 

Consult ASA ‘The Good Club Guide: for a Workforce Co-ordinator’ for more 
information including advice on the workforce development plan. 
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The Website Administrator is responsible for RSC’s website and ensuring that it 
displays accurate, clear and understandable information at all times.  

. 
The Website Administrator will: 

• Maintain RSC’s website: www.readingswimclub.org, in line with ASA guidelines 
including those on the use of social media. 

• Updating the Club procedures and documents when requested by the 
Committee. 

• Upload Gala results on receipt from the Home and Away Meets Managers and 
Squad Administrators. 

• Seek technical assistance when required advising the Treasurer if there are 
charges to be incurred. 

• Abide by all policies and codes as required by the club, including the Club code 
of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding Policy 
and Procedures.  

 

Required attributes: 

• Good communication skills. 

• Computer Skills – WEB Design & Update. 

• Well organised and methodical. 

• Enthusiastic. 
 
 
 

 

 

 

 

 

 

 

 

http://www.readingswimclub.org/�
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The Home Meets Manager will be responsible for the compilation and management 
of the Club’s 12 month Home Gala fixtures in conjunction with the Head coach. 
 

The Home Meets Manager will: 

• Maintain an up to date record of all swimmers times - short and long course. 

• Be responsible for meet management, including: 

o Layout of meet 

o Advertisement of meet, issuing gala invitations to other clubs and 
maintaining list of attendees 

o Entries for meet 

o Publishing the meet programme 

• Liaise with the Trophies Officer regarding the certificates, medals and cups 
required. 

• Publish the Results to the ASA for licensed meets. 

• Be responsible for the Club's programme for Awards Night. 

• Promote the meet to all Club officers, officials, swimmers and notice boards. 

• Liaise with Secretary regarding the hiring of facilities for Inter-Club and 
Championship Gala dates. 

• Liaise with Volunteer Co-ordinator to organise officials and helpers for all Club 
Galas. 

• Abide by all policies and codes as required by the club, including the Club 
code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

 

Required attributes: 

• Enthusiastic with a sound knowledge of RSC and the role of volunteers within 
RSC and their importance in the sporting world. 

• Good knowledge of ASA Licensed Meets Policy. 
• Good organisational skills. 
• Ability to delegate tasks to others. 
• Good IT skills for use with Hy-tek Meet Manager.  
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The Away Meets Manager is the person that manages the compilation and 
management of the Club’s 12 month away Gala fixtures, in conjunction with the 
Head Coach. 

 

The Away Meets Manager will: 

• Collect detailed information (particularly via the Internet), to assist the Head 
Coach in selecting appropriate competitions for the various levels within 
RSC. 

• Contact the clubs concerned for full meet information on entries. 

• Provide a link via the RSC website to the entry form and meet conditions of 
these away meets. 

• Inform the swimmers who are offered the opportunity to attend these meets 
and ensure their entry return is swift.  

• Collate completed forms (performing time conversions where necessary) 
and ensure forms are received by the relevant deadline. 

• Liaise with the Treasurer regarding the likely total sum of entries and the 
finances involved for the various meets. 

• Liaise with the Head Coach about the number of coach passes required. 

• Check entries and rejections on return, organising for these to be 
distributed via Squad Administrators and raising any apparent errors or 
discrepancies with the host club; 

• Abide by all policies and codes as required by the club, including the Club 
code of Ethics and Conduct, the ASA Code of Ethics and Child 
Safeguarding Policy and Procedures.  

 

Required attributes: 

• Enthusiastic with a sound knowledge of RSC and the role of volunteers within 
RSC and their importance in the sporting world. 

• Good knowledge of ASA Licensed Meets Policy. 
• Good organisational skills and ability to delegate. 
• Good IT skills for use with Hy-tek Meet Manager.  
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The Team Manager will: 

• Be responsible for the teams’ behaviour on provided transport, poolside, in 
hotels or at official functions. 

• Check the team members are present on provided transport, poolside, in 
hotels or at official functions. 

• Hold a list of emergency contact numbers for swimmers, medical 
requirements and copies of accident/incident report forms. 

• Make sure all swimmers wear Club kit on poolside as well as to and from the 
pool or official functions and keep warm – including footwear, eat at the 
correct intervals. 

• Be responsible for ensuring that Team Captains, medal winners (individual or 
team) receive their awards from the medal podium and are ready for the 
ceremonies. 

• Make sure swimmers do not leave the poolside without informing the Team 
Manager and ensure they are aware to inform the Team Manager on return. 

• Be responsible for the completion and updating of gala and travel risk 
assessments. 

• Ensure all team members are assembled in one area. 
• Be responsible for informing all swimmers of meeting / assembly times and 

locations swimmers are required. 
• Write reports within 48 hours of an event, to send to the press and a formal 

meet report to send to the Head Coach to assist in continued event 
improvements. 

• Promote and follow ASA Child Safeguarding practices, detailed in Wavepower 
2012/2015. 

 
At a Gala, the Team Manager will:  

• Ensure swimmers have registered within an appropriate amount of time. 
• Give in the team list to the recorders table. 
• Be called to make the lane draw before the start of each competition (if 

required). Also, the Team Manager may have to hand in signed team sheets 
and collect results sheets at the end of each competition for the Head Coach. 

• Ensure swimmers are accompanied during session breaks and not left alone. 
• Promote team spirit. 
• Obtain a copy of official results, where possible. 

 
When returning home, the Team Manager will: 

• Ensure all swimmers are present on the transport, reminding the use of seat 
belts when on coaches. 

• Ensure all swimmers leave with their parents or pre-consented guardians. 
• Ensure all swimmers are under supervision until collection. 
• Forward Gala results to Head Coach and the Away Meets Manager. 
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Required attributes: 
• Excellent communicator. 
• Well organised. 
• Understanding and impartial. 
• Enthusiastic – ability to motivate. 
• Can deal with conflict and disagreement resolution. 
• Basic knowledge of ASA Law. 
• Good report writing. 
• Holds or willing to take ASA Team Manager and Child Safeguarding 

qualifications. 
• Undertake DBS checks. 
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The Trophies Officer is responsible for all trophies, certificates and medals at RSC. 

 

The Trophies Officer will: 

• Liaise with the Home Meets Manager regarding the necessary medals, 
certificates and trophies required for any meet RSC is taking responsibility 
for. 

• Maintain a list of all trophies and their yearly ownership. 

• Ensure that all Club Championship Cups are returned in good time in 
September and are cleaned and inscribed for the annual RSC Awards Night. 

• Ensure repair of trophies as required and purchase of new trophies when 
agreed by the Committee. 

• Be responsible for general upkeep of the Trophy Cabinet at Central Pool. 

• Abide by all policies and codes as required by the club, including the Club 
code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures. 

 

Required attributes: 

• Sound knowledge of RSC and the Competition programme. 

• Excellent communicator. 

• Well organised. 
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The Sponsorship Co-ordinator takes the responsibility to lead and develop 
opportunities for funding, grants and sponsorship into RSC. 

This will include the preparation and submission of funding bids and working with 
external organisations, simultaneously ensuring the profile of RSC is maintained, 
and improved where possible.  

 

The Sponsorship Co-ordinator will: 

• Identify and target sources of funding for RSC in association with the 
development and progression of the Club. 

• Prepare funding bids in partnership with Committee members. 
• Establish and develop effective working relationships with key local funding 

providers. 
• Develop sponsorship proposals for RSC in association with the Club’s 

strategic plan. 
• Promote and publicise any funding/sponsorship secured for RSC through 

Club newsletters, the website and notice boards. 
• Abide by all policies and codes as required by the club, including the Club 

code of Ethics and Conduct, the ASA Code of Ethics and Child Safeguarding 
Policy and Procedures.  

 

Required attributes: 

• Enthusiastic with a sound knowledge of RSC. 
• Excellent communicator both through verbal and written mediums. 
• Have experience or an interest in funding opportunities for RSC and sourcing 

sponsorship. 
• Work on own initiative and have the ability to involve other members and work 

together when required. 

 

 

 

 

 

 

 

Consult ASA ‘The Good Club Guide: for a Club Fundraising and Sponsorship Officer’ 
for more information regarding the processes of finding sponsorship and obtaining 
grants for the Club. 


	The Home Meets Manager will be responsible for the compilation and management of the Club’s 12 month Home Gala fixtures in conjunction with the Head coach.

