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Role Description and Responsibilities
Position – FIXTURES SECRETARY
Key Responsibilities:
· Set up Constitution/ Divisions for season start
· Schedule Weekly Fixtures & Central Venue Competitions
· [bookmark: _GoBack]Amend & Rearrange Fixtures if required
· Publish Fixtures on Fulltime Website
· Log Club Postponement Requests
· Main Contact for Fixture Queries
· Attend Committee Meetings

Average hours per week: 5-10 hours
Resources required to undertake role: Laptop
Links: League Members, Clubs, County Youth Leagues
Assistance needed: depends on experience 
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“Not for one - but for all”
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