UKPA Secretary – ‘Jobs’ 

See - Year Book Section 2.3

PLUS

Executive Committee Meetings
Book venue; notify date and venue to Exec.

Prepare Agenda [in consultation with Chair and members]

Request/collate/distribute Officers Reports

Minutes of Meeting – to Chair for approval/amendments; distribute to Exec [for comments/amendments]

Resume of Minutes  – to Chair for approval/amendments; to website and to all Club Chairmen and Secs.

Follow-up all ‘Action’ points

Annual General Meeting
Book date, venue, refreshments

Notify website calendar

Send notification to ALL members, by post and electronically, within specified timescale,

including Minutes of last AGM, nomination forms for vacant positions [including job specs], and invitation for Resolutions and items for Open Forum.

Prepare all paperwork [inc ballot papers, Officers Annual Reports]

Send out details of all nominations, resolutions, forum items, officer’s reports prior to meeting.

Check membership present for voting qualification.

Keep full record of Meeting – Minutes, voting, Open Forum.

Produce/distribute Minutes of Meeting prior to next Exec Meeting

Council Meeting
Set date and venue [in consultation with Exec] within given timescale.

Notify Clubs of Meeting, and invite Agenda items.

Ensure production of all relevant paperwork – Welcome Pack[SD], Tournament Pack[Sec], Hat Tags[Chief Umpire],etc.

Invite – Chair of Selectors, Coaching Director, Chief Umpire, Chair of Safety Committee to speak at meeting.

Minutes of Meeting – prepare and circulate.

UKPA Year Book
Update all necessary parts of Year Book [different colour for each year].
Organise printing as required.

Distribute to Club Chairs [keeping list of updates, recipients] and Exec Members.
Produce new Exec Contacts, Club Contacts details [correcting any existing mistakes].
Liaise with Insurance Company.

Update website version.

Annual Awards

Keep record of winners [ensure entry on website, in annual magazine, in Year Book].

Organise collection and engraving of all trophies prior to presentation evening.

Liaise with Chair and Award selectors regarding winners.

Tournaments
Liaise with all UKPA Clubs to produce Tournament Calendar [inc in Year Book and on website].

Update and produce Tournament Pack [paying particular attention to update and monitoring of Risk Assessment/H&S/child protection/safety/insurance issues/requirements].
Distribute Tournament Packs to all Clubs.

Check Tournament Organisers have received their Tournament Pack prior to their Tournament.

Organise/distribute/collect/launder Umpires Jackets and Hi Viz gear.

Ensure Risk Assessment/Paramedic Sheets & records/HWO records and score sheets are collected after every Tournament.

Check all paperwork is correctly and fully completed.

Copy ALL score sheets and pass to Chief Umpire.

Notify Insurance Company within 48 hours of any accidents/incidents.

Ensure safekeeping of ALL Tournament records for 4 YEARS after the event.

Assist and support Tournaments as required.

National Championships

As for Tournaments, PLUS

Issue invitation for bids to host Nationals; liaise/negotiate as required.

Issue notification of venue as soon as possible, and advise website.

Produce/distribute/collect pre-entry details and entry fees.

Produce/distribute/collect final entry details and entry fees.

Act as Tournament Secretary, and, as far as possible, ensure smooth running of event.

Locate and retrieve all trophies.

Liaise with Tournament Hosts.

In conjunction with Nationals Committee, book/organise any other facilities required

[eg. grandstand, vet, photographer, etc.].

In conjunction with Nationals Committee, prepare budget and set entry fees.

Liaise with sponsors; invite sponsors to Nationals.

Ensure adequate prizes and their allocation.

Check entries – membership paid, grading, umpires grading, qualification to play at Nationals.

Produce – Programme

               -  Order of Play

                - Umpires Rota [in consultation with Chief Umpire]

                 -All Tournament paperwork [score sheets, HWO sheets, table instructions, etc]

Ensure provision of Umpires jackets, Hi Viz gear, extra stopwatches, whistles, etc.

Organise – Presentation

· ‘Thank You’ letters and photos to all sponsors after the event.

· Receipt of all Trade Stand fees

· Post-event debriefing.

General
Ensure efficient distribution of information to and communication with

· Regional Committees

· Regional Selectors

· Website

· Club Chairs and Secs

Distribute, as requested 

· Tournament schedules

· Information regarding Selection, Tours

· Coaching information [courses, first aid, etc]

· Etc.

Co-ordinate Tournament Calendar/Calendar of Events

Liaise with UKPA Chair/IPC/Other National Associations, as required.

Prepare/distribute/collect annual documentation regarding

· Squad Managers

· Squad Coaches

· Chair of Selectors

· WA Exchange [if required]

· Tour Managers/Tour Coaches

· Squad Declarations

Ensure Testimonials are obtained for overseas players [liaise with Membership Sec].
