Co-Chair 

Job Description

Skating Club

March 30, 2005

In conjunction with their fellow Co-Chair the incumbents of this position work together to lead and coordinate the efforts of the executive.  It is recommended that one incumbent perform board and coach management functions and the other perform the administrative functions.

1.  Chairs Meetings

- Calls and presides over all Executive Meetings (monthly) and General Meetings, including the Annual General Meeting.  

- Chairs all Executive Meetings, allowing suitable time for discussion and calls for a vote on all motions.  Any time money is spent, it must be passed by a majority of the members present.  The Chair does not have a vote, except to break a tie and must vote in favour of the motion.

2.  Represents the Club in all its affairs. 

- Formulates policies and procedures.

- Is responsible for all decisions and conduct of the Club.

- Acts as liaison with the BC Coast Region and BC/YT Section

- Is responsible for submitting all reports and forms required by Skate Canada or BC/YT Section.

- Ensures all information regarding rules, regulations and policy changes by Skate Canada is communicated to the appropriate people.

- Liaises with Region Chair and Section in skating administration matters

- Attends Sections and National AGM’s as required

3.  Ensures the Club has Appropriate Documentation and Provisions in Place
- Secures Club sanction for special events (competitions, hockey game performances, guest skater etc.) throughout the year by completing the form and receiving approval through Region Chair

- Ensure Societies filings are current

- Ensure Labour Services Exemptions are in place

- Ensure Club insurance is in place

- Arrange for submission of Lotteries /City Recreation Grant Applications

- Ensures current job descriptions for executive members are on file 

3.  Supervises and liaises with all members of the club executive and membership.

I.  Vice-Chair:

· Advises on ice requirements for program delivery.

· Advises on ice requirements for special events, clinics, dance partnering, etc.

· Provides information for the newsletter.


II. Secretary:

- Reviews agenda and drafts of minutes and provides corrections.  Returns minutes to the secretary in a timely manner for distribution to all Executive members.



- Approves all outgoing correspondence and newsletters.



- Coordinates retention of club files.


III.  Treasurer:



- Shares signing authority with the Treasurer and Vice-Chair.



- Sits on finance committee.



- Ensure bills are paid in timely manner.

- Ensure insurance is paid annually and updated at least once per year.


IV.  Registrar


- Ensure registration times are set up at the beginning of each program.

- Ensures all club members are registered including coaches children, Canskate instructors and officials.



- Approve all refunds and skater transfers.

V.  Test Director
- Provides advice.


VI.  Program Director:


- Provides advice and assistance with program incentives and parties.


- Sits on programs committee.


VII.  Fundraising Director:

· Ensures sufficient volunteers are trained to maintain Bingo fundraiser.

· Provides advice and assistance with other fundraising initiatives.


VIII.  Competition Director


- Provides advice and direction for attending competitions outside the Yukon.


IX.  Publicity Director

· Provide advice and direction for advertising and Club promotion.


X. Ice Show Director



- Provide advice and direction for ice show.
4.
Employer - Coach Management Role:



- Is a full participating member of the Coaching Committee



- Ensures executive is aware of the Skate Canada “Professional Coaches Code of Ethics,” As well as any other Club policies (e.g., Harassment Policy, Discipline Policy, etc.) 
5.  Supervises and Ensures Effective Functioning of All Club Committees:

A.  Ice Scheduling Committee: 

- Ex – officio member


- Has authority to book and cancel ice. 


B.  Sport Governing Body:

- Full - member

- Attends all Meetings.  
- The Sport Governing Body funds Test Days, Yukon Championships, Summer School, Arctic Winter Games and Canada Winter Games.


C.  Ice Show Committee:



- Ex-officio member

- Ensures chair is appointed.



- Attends all Ice Show meetings.


D.  Nominating Committee:

- Ensures nominating committee is appointed each year in sufficient time to provide full slate of candidates for annual elections.


E. Coaches Committee:


- Full member of the coaching committee
- Hires, manages and leads coaches for skating club


- Negotiates and signs all coaching contracts.

- Ensures appropriate coaching is being provided in programs offered by the Club.


F.  Finance Committee:
- Full member of the finance committee with Treasurer and Vice-Chair


- Review previous year’s budget and actual costs.  Prepare budget for upcoming year including all cost increases (ice, coaches, advertising, etc.). Provide costing and recommendations for registration fees for all programs.



