
Carss Park Football Club Position Descriptions 

General requirements for all positions 

All office bearers, committee members and volunteers are expected to: 

• Act in the best interests of Carss Park Football Club. 
• Support a safe, inclusive and welcoming environment for players, families, coaches, officials and 

volunteers. 
• Comply with the Club’s constitution, policies, codes of conduct and applicable association 

requirements. 
• Attend relevant committee meetings and provide updates on matters within their area. 
• Maintain appropriate confidentiality and handle Club information responsibly.  
• Keep accurate records and provide an orderly handover at the conclusion of their appointment. 
• Escalate significant risks, incidents, complaints or financial matters to the appropriate office 

bearer. 
• Work collaboratively and communicate respectfully. 
• Obtain appropriate approval before committing the Club to expenditure, contracts or public 

statements. 
• Direct formal Club communications through the Secretary for distribution, consistent with the 

note on the organisational chart. 

 

Executive Committee Positions 

1. President 

Position purpose 

The President provides leadership and direction to Carss Park Football Club and supports effective 
coordination between the Executive Committee and Sub Committee. 

Key responsibilities 

• Provide leadership to the Club and its committees. 
• Chair committee and general meetings where required. 
• Support implementation of the Club’s objectives, plans and priorities. 
• Promote effective collaboration between office bearers, coordinators and volunteers. 
• Ensure significant operational, financial and governance matters are appropriately considered. 
• Represent the Club in official and community settings where required. 
• Support dispute resolution and the appropriate escalation of sensitive matters.  
• Monitor progress against agreed committee actions. 
• Support succession planning and the handover of key volunteer positions. 
• Act as a visible and positive representative of the Club. 

Key capabilities 

• Strong leadership and decision-making skills. 
• Clear and respectful communication. 
• Ability to chair meetings and facilitate agreement. 
• Sound judgement and discretion. 
• Commitment to community football and volunteer participation. 



Key relationships 

• Executive Committee. 
• Sub Committee. 
• Club coordinators and office bearers. 
• Players, parents, coaches, volunteers and external stakeholders. 

 

2. Vice President 

Position purpose 

The Vice President supports the President and provides leadership continuity when the President is 
unavailable. The organisational chart specifically identifies assisting the President as a responsibility of 
this position. 

Key responsibilities 

• Assist the President with Club leadership and operational matters. 
• Perform agreed presidential duties when the President is unavailable. 
• Support coordination across committee portfolios. 
• Monitor assigned actions, projects or operational priorities. 
• Help resolve issues escalated by committee members or coordinators. 
• Support volunteer engagement and succession planning. 
• Represent the Club at meetings or events when delegated. 
• Maintain awareness of significant Club activities, risks and decisions. 

Key capabilities 

• Leadership and sound judgement. 
• Ability to work collaboratively across different portfolios. 
• Strong communication and problem-solving skills. 
• Willingness to step into additional responsibilities when required. 

 

3. Secretary 

Position purpose 

The Secretary is responsible for the Club’s formal administration, records and official communications. 
The chart identifies the Secretary as the association contact point and assigns permits, documentation 
and trophies to the role. 

Key responsibilities 

• Serve as the Club’s formal contact point with the relevant football association. 
• Coordinate permits and official documentation. 
• Coordinate trophy requirements. 
• Prepare and distribute meeting notices, agendas and supporting papers. 
• Maintain minutes, correspondence, registers and official Club records. 
• Receive formal communications and distribute them to the appropriate office bearers. 



• Maintain an action register for committee decisions where required. 
• Support annual general meeting and committee administration. 
• Ensure records are stored securely and can be handed over to the next Secretary. 
• Oversee the Club’s formal incoming and outgoing communications. 
• Work with the Assistant Secretary to manage workload and deadlines. 

Key capabilities 

• Strong organisation and record-keeping skills. 
• Clear written communication. 
• Attention to detail. 
• Ability to manage competing deadlines. 
• Confidence dealing with official correspondence and documentation. 

 

4. Assistant Secretary 

Position purpose 

The Assistant Secretary supports the Secretary with meeting administration and Club communications. 
The chart specifically assigns minutes and incoming and outgoing communication to this position. 

Key responsibilities 

• Record and prepare accurate meeting minutes. 
• Maintain action items arising from meetings. 
• Assist with incoming and outgoing correspondence. 
• Support the preparation and distribution of agendas and meeting papers. 
• Help maintain Club records and document registers. 
• Provide administrative coverage when the Secretary is unavailable. 
• Assist with filing, archiving and position handovers. 
• Refer formal communications to the Secretary for approval or distribution. 

Key capabilities 

• Accurate note-taking and written communication. 
• Strong attention to detail. 
• Reliability and confidentiality. 
• Good organisational and administrative skills. 

 

5. Treasurer 

Position purpose 

The Treasurer manages the Club’s financial administration and reporting. The chart assigns finance, 
monthly reporting, accounts and referee fees to the role. 

Key responsibilities 

• Maintain accurate records of Club income and expenditure. 



• Prepare monthly financial reports for the committee. 
• Manage the Club’s accounts and routine financial administration. 
• Coordinate the payment and recording of referee fees. 
• Process approved invoices, reimbursements and payments. 
• Monitor cash flow and provide information to support committee decisions. 
• Assist with budget preparation and financial planning. 
• Reconcile Club bank accounts and financial records. 
• Maintain supporting documentation for financial transactions. 
• Support annual financial reporting, review or audit activities. 
• Ensure financial information is securely stored and appropriately handed over. 
• Work with the Assistant Treasurer and relevant committee members. 

Key capabilities 

• Financial administration and record-keeping skills. 
• High level of accuracy and integrity. 
• Ability to prepare clear financial reports. 
• Confidence using banking, accounting or spreadsheet systems. 
• Ability to explain financial information to committee members. 

 

6. Assistant Treasurer 

Position purpose 

The Assistant Treasurer supports the Treasurer with the Club’s financial administration and provides 
coverage when required. The organisational chart describes this position as assisting the Treasurer. 

Key responsibilities 

• Assist with transaction processing and financial record maintenance. 
• Help reconcile payments, receipts and bank records. 
• Assist with referee fee administration. 
• Support preparation of monthly reports and supporting schedules. 
• Maintain financial documents in an orderly and secure manner. 
• Provide coverage for agreed Treasurer duties when required. 
• Help follow up outstanding financial information. 
• Support an orderly end-of-season and position handover. 

Key capabilities 

• Numeracy and attention to detail. 
• Trustworthiness and confidentiality. 
• Basic financial administration skills. 
• Ability to work accurately within agreed processes. 

 

7. Ordinary Committee Member 

Position purpose 



Ordinary Committee Members contribute to committee decision-making and provide practical support 
across Club activities. The organisational chart shows multiple Ordinary Member positions and indicates 
that these members must also hold a position on the Sub Committee. 

Key responsibilities 

• Attend and participate in committee meetings. 
• Hold and actively contribute to an allocated Sub Committee position. 
• Assist with Club events, projects and operational activities. 
• Provide input into decisions and improvement opportunities. 
• Complete actions allocated by the committee. 
• Support other office bearers during periods of high workload. 
• Raise emerging risks, issues and member feedback. 
• Act as a positive representative of the committee and Club. 

Key capabilities 

• Collaborative and reliable approach. 
• Willingness to undertake practical tasks. 
• Good communication skills. 
• Ability to follow through on agreed actions. 
• Commitment to the Club’s objectives. 

 

Operations and Communications Positions 

8. Ground Steward 

Position purpose 

The Ground Steward supports the preparation and operation of the Club’s playing grounds. The chart 
assigns line marking and game-day equipment to this role. 

Key responsibilities 

• Coordinate or complete line marking for Club playing areas. 
• Prepare, distribute and account for game-day equipment. 
• Check that required field equipment is available before scheduled matches.  
• Report ground, facility or equipment concerns to the committee. 
• Coordinate with team officials and other volunteers on game-day requirements. 
• Help ensure equipment is safely stored following use. 
• Maintain basic records of equipment condition and replacement needs. 
• Support agreed ground setup and pack-down activities. 

Key capabilities 

• Practical organisation and reliability. 
• Ability to work to match-day deadlines. 
• Awareness of field and equipment safety. 
• Willingness to undertake hands-on duties. 

 



9. Gear Steward 

Position purpose 

The Gear Steward manages playing uniforms, training equipment and the Club’s gear room. The chart 
assigns uniforms, training equipment and gear-room responsibilities to this position. 

Key responsibilities 

• Maintain an inventory of uniforms and training equipment. 
• Coordinate the issue and return of Club gear. 
• Keep the gear room organised, secure and accessible to authorised people. 
• Monitor stock levels, condition and replacement requirements. 
• Record damaged, missing or unreturned equipment. 
• Prepare approved equipment allocations for teams. 
• Support end-of-season equipment returns and stocktakes. 
• Provide equipment requirements to the committee for consideration. 
• Assist with equipment distribution for approved Club activities. 

Key capabilities 

• Strong organisation and inventory control. 
• Reliability and attention to detail. 
• Practical problem-solving skills. 
• Ability to coordinate equipment collection and return. 

 

10. Digital Communications Manager 

Position purpose 

The Digital Communications Manager coordinates the Club’s website and broader media and 
communication activities. The chart assigns the website, media and communications, newsletter 
communications, and setup and pack-up roster to this role. 

Key responsibilities 

• Maintain and update the Club website. 
• Coordinate approved digital and media communications. 
• Prepare or coordinate Club newsletters. 
• Publish accurate, timely and consistent Club information. 
• Coordinate the Club’s setup and pack-up roster. 
• Work with the Secretary to ensure formal communications follow the approved distribution 

process. 
• Liaise with coordinators and committee members to obtain accurate content. 
• Maintain consistency in Club branding, tone and presentation. 
• Remove or correct outdated information when identified. 
• Maintain secure access to digital accounts and provide an appropriate handover. 
• Escalate sensitive or potentially contentious communications before publication. 

Key capabilities 



• Strong written communication and editing skills. 
• Familiarity with websites, email platforms and social media. 
• Attention to accuracy, presentation and brand consistency. 
• Ability to manage deadlines and content from multiple contributors. 
• Sound judgement regarding public communications. 

 

11. Sponsorship Officer 

Position purpose 

The Sponsorship Officer coordinates the Club’s sponsorship activities. Sponsorship is the specific 
responsibility identified for this position in the organisational chart. 

Key responsibilities 

• Identify potential sponsors aligned with the Club’s values. 
• Prepare and maintain sponsorship proposals and packages. 
• Coordinate communication with current and prospective sponsors. 
• Keep accurate records of sponsorship commitments and deliverables. 
• Work with the Treasurer to support invoicing and payment tracking. 
• Coordinate approved sponsor recognition across Club channels and events. 
• Monitor delivery of agreed sponsorship benefits. 
• Support sponsor relationship management and renewal discussions. 
• Refer contractual or financial commitments for appropriate approval. 

Key capabilities 

• Relationship-building and professional communication. 
• Confidence approaching community organisations and businesses. 
• Good record-keeping and follow-up. 
• Ability to present the Club positively and professionally. 

 

12. Publicity Officer 

Position purpose 

The Publicity Officer promotes the Club’s activities and community presence. The organisational chart 
assigns partnerships, promotions and events to this role. 

Key responsibilities 

• Promote approved Club events, activities and achievements. 
• Assist in developing community partnerships. 
• Coordinate publicity material with the Digital Communications Manager. 
• Prepare promotional content for committee approval where required. 
• Maintain a calendar of key promotional opportunities. 
• Liaise with Club coordinators to collect accurate event information. 
• Support external publicity and community engagement activities. 
• Ensure publicity is consistent with Club branding and values. 



• Refer formal media enquiries or sensitive matters to the President or Secretary. 

Key capabilities 

• Creative and clear communication. 
• Community engagement skills. 
• Ability to plan promotional activity. 
• Strong coordination and attention to detail. 

 

13. Social Committee Member 

Position purpose 

Social Committee members plan and support activities that strengthen Club participation, relationships 
and community engagement. The chart identifies partnerships, promotions and events as Social 
Committee responsibilities. 

Key responsibilities 

• Help plan and deliver approved Club social and fundraising events. 
• Support event logistics, volunteer rosters and setup requirements. 
• Assist with event promotion and participant communications. 
• Develop ideas to increase involvement from players, families and supporters. 
• Support partnerships connected with Club events. 
• Track assigned event actions and report progress. 
• Coordinate with the Treasurer on approved budgets, income and expenditure. 
• Help review events and capture improvements for future activities. 

Key capabilities 

• Event organisation and teamwork. 
• Friendly and inclusive communication. 
• Reliability and willingness to assist with practical tasks. 
• Ability to work within approved budgets and deadlines. 

 

Football Program and Team Coordination Positions 

14. Junior Coordinator 

Position purpose 

The Junior Coordinator oversees coordination of the Club’s junior teams. The organisational chart assigns 
the Under 6 to Under 17 teams, age-group managers, junior gala days and Junior Presentation Day to this 
role. 

Key responsibilities 

• Coordinate operational matters for teams from Under 6 to Under 17. 
• Support and communicate with junior age-group managers. 



• Coordinate junior gala-day requirements. 
• Coordinate planning and delivery of Junior Presentation Day. 
• Provide junior football updates to the committee. 
• Help communicate key dates, requirements and processes to team officials. 
• Escalate significant team, player or parent issues through the appropriate Club process.  
• Work with the Registrar, Technical Director, Gear Steward and Ground Steward. 
• Support consistency of communication across junior age groups. 
• Maintain appropriate records and provide an end-of-season handover. 

Key capabilities 

• Strong organisation and stakeholder coordination. 
• Clear communication with volunteers and families. 
• Ability to manage competing seasonal priorities. 
• Calm and constructive issue management. 
• Understanding of junior community football. 

 

15. Junior Age Group Coordinator 

Position purpose 

The Junior Age Group Coordinator manages relationships between teams within an allocated age group. 
The chart states that the position must be held by a Sub Committee member and includes 
communication support and gala-day assistance. 

Key responsibilities 

• Manage relationships between teams in the allocated age group. 
• Act as a practical communication link between teams and the Junior Coordinator. 
• Assist with communications to the relevant age group. 
• Help communicate schedules, events and Club requirements. 
• Assist with junior gala days. 
• Identify common issues affecting teams within the age group. 
• Escalate unresolved matters to the Junior Coordinator. 
• Support cooperation between coaches, managers and team volunteers. 
• Hold an active position on the Sub Committee, as required by the chart. 
• Provide updates and complete assigned committee actions. 

Key capabilities 

• Approachable and responsive communication. 
• Relationship management and conflict resolution. 
• Strong organisation and follow-up. 
• Familiarity with the needs of junior teams and families. 

 

16. Senior Coordinator 

Position purpose 



The Senior Coordinator oversees coordination of the Club’s senior teams. The organisational chart 
assigns Under 18 through All Age teams, the George Ringo Cup and Senior Presentation Day to this 
position. 

Key responsibilities 

• Coordinate operational matters for Under 18 and All Age teams. 
• Support communication with senior team officials. 
• Coordinate the Club’s involvement in the George Ringo Cup. 
• Coordinate planning and delivery of Senior Presentation Day. 
• Provide senior football updates to the committee. 
• Liaise with the Registrar regarding player and team administration. 
• Work with the Technical Director on football-related matters where appropriate. 
• Escalate significant team or competition issues through the appropriate process. 
• Maintain key records, contacts and seasonal information. 
• Provide a structured end-of-season handover. 

Key capabilities 

• Strong coordination and communication skills. 
• Understanding of senior community football. 
• Ability to manage events and seasonal deadlines. 
• Constructive problem-solving and stakeholder management. 

 

17. Women’s Coordinator 

Position purpose 

The Women’s Coordinator supports the growth and coordination of female participation and female 
teams. The chart identifies female-player growth and female teams as the role’s principal responsibilities. 

Key responsibilities 

• Support strategies that encourage female-player participation and retention. 
• Coordinate and advocate for the needs of female teams. 
• Provide feedback to the committee on participation opportunities and barriers. 
• Support communication with female players, coaches, managers and families. 
• Work with relevant coordinators on team formation and seasonal requirements. 
• Support inclusive Club events and football programs. 
• Assist with initiatives designed to strengthen pathways for female participants. 
• Promote a safe, respectful and welcoming environment. 
• Provide updates on female football participation and emerging needs. 

Key capabilities 

• Strong relationship-building and communication. 
• Commitment to inclusive participation. 
• Ability to engage players, families and volunteers. 
• Planning, advocacy and problem-solving skills. 

 



18. Technical Director 

Position purpose 

The Technical Director provides leadership across the Club’s football development activities. The chart 
assigns grading, coach education, football development, FFA Cup, gala days and trials to this position. 

Key responsibilities 

• Coordinate or oversee player grading processes. 
• Support the education and development of Club coaches. 
• Lead or advise on football development activities. 
• Coordinate technical requirements associated with the FFA Cup. 
• Support football aspects of gala days. 
• Coordinate or support player trials. 
• Provide football-related advice to coordinators and the committee. 
• Encourage consistent development principles across Club teams. 
• Identify coach and player development needs. 
• Maintain appropriate records, schedules and supporting materials. 
• Work collaboratively with junior, senior and women’s football coordinators. 

Key capabilities 

• Strong knowledge of football coaching and player development. 
• Ability to educate and support volunteer coaches. 
• Fair and transparent decision-making. 
• Planning and coordination skills. 
• Strong communication with players, coaches and families. 

 

Registration Positions 

19. Registrar 

Position purpose 

The Registrar coordinates player and team registration administration. The organisational chart identifies 
player and RTO registration and team sheets as the responsibilities of this position. 

Key responsibilities 

• Coordinate player registration and relevant RTO registration processes. 
• Prepare, maintain or coordinate team sheets. 
• Maintain accurate registration records. 
• Communicate registration requirements and deadlines to relevant coordinators. 
• Follow up incomplete or outstanding registration information. 
• Assist with player and team administrative enquiries. 
• Liaise with the Secretary as the Club’s formal association contact point. 
• Provide registration status updates to the committee. 
• Protect personal information and limit access to authorised people. 
• Maintain process notes and provide an orderly handover. 



Key capabilities 

• High attention to detail and accuracy. 
• Strong administration and record management. 
• Ability to work to seasonal deadlines. 
• Clear written communication. 
• Responsible handling of personal information. 

 

20. Assistant Registrar 

Position purpose 

The Assistant Registrar supports the Registrar with player, team and competition administration. The 
chart describes the role as assisting the Registrar. 

Key responsibilities 

• Assist with processing and checking registration information. 
• Help follow up missing or incomplete documentation. 
• Support the preparation and maintenance of team sheets. 
• Respond to routine registration enquiries as delegated. 
• Help maintain orderly and secure registration records. 
• Provide coverage for agreed Registrar duties when required. 
• Escalate complex or sensitive registration matters to the Registrar. 
• Support the seasonal handover and archiving of registration information. 

Key capabilities 

• Accuracy and attention to detail. 
• Strong administrative skills. 
• Ability to maintain confidentiality. 
• Reliable communication and follow-up. 

 

Committee Groups 

Executive Committee 

Purpose 

The Executive Committee provides leadership, governance, administration and financial oversight for the 
Club. The organisational chart places the Vice President, Secretary, Treasurer and Ordinary Members 
within the Executive Committee structure. 

Collective responsibilities 

• Make decisions in the best interests of the Club. 
• Oversee governance, administration and financial management. 
• Monitor major risks, issues and operational priorities. 
• Approve plans, expenditure and significant commitments within delegated authority. 



• Support the President and Club office bearers. 
• Maintain clear records of decisions and actions. 
• Ensure appropriate communication with members and stakeholders. 

 

Sub Committee 

Purpose 

The Sub Committee supports delivery of the Club’s operational, football, communication, registration, 
sponsorship and event responsibilities. The organisational chart groups the operational and coordination 
roles under this committee structure.  

Collective responsibilities 

• Deliver assigned operational and football activities. 
• Provide progress updates and recommendations to the Executive Committee. 
• Coordinate activities across portfolios to avoid duplication or communication gaps. 
• Escalate risks, financial commitments and significant decisions. 
• Support Club events, game-day operations and seasonal activities. 
• Maintain relevant records and complete agreed actions. 
• Encourage broader volunteer participation. 


