Women’s Officer

A Women’s Officer is an important role within a sports club. The Women’s Officer represents the best interests of women and girls and reports directly to the Board on all matters that specifically impact women and girls. The key objectives of the Women’s Officer are:

· Ensure clubs are welcoming and inclusive and incorporate women’s and girls’ diverse needs

· Understand women’s and girls’ barriers to participation and consider ways to reduce them

· Actively advocate for equal representation of women in decision-making and leadership roles

· Build the confidence of members to call out inappropriate or sexist behaviours

· Be visible to all members and let them know that the club takes their concerns seriously

· Create environments where women and girls feel like they belong

Responsibilities
· Represent and advocate for women and girls in matters that specifically affect them

· Work with the Board to reduce barriers to women’s and girls’ participation
· Attend Board meetings and report on matters that specifically affect women and girls

· Take a lead role in creating new opportunities for women and girls across the club
· Ensure equitable representation of women and girls in club publications

· Consult with members directly to elicit new ideas about how to include women and girls and bring these ideas to the Board

· Advance the reputation of the club as a welcoming, family-friendly club
· Work with the Administration Secretary to rewrite policies, bylaws and other club documents to ensure they take account of women’s and girls’ needs

· Provide support, guidance and training to other club members to increase awareness of gender equality

· Identify and reduce risks that may arise from current policies and practices

Skills and requirements

· A passion for gender equality

· An understanding of the importance of reducing gender inequality  

· The ability and confidence to bring about change even when faced with resistance

· Thorough knowledge of the club and its operations

· Ability to engage people and impart knowledge of the benefits of gender equality

· Ability to train people and organise training sessions
End of year hand over

Updating key documents
At the end of each year a key activity of the Social Media Coordinator will review and revise their position description to ensure it continues to reflect the requirements of the role.  
The social media coordinator should compile a list of people at the end of each season who have access to each of the social media platforms and provide this list to the committee.  Ideally the social media coordinator should review the communication plans for the season just finished and make recommendations to the committee for any changes they suggest for next season.

The updated Position Description and supporting information must be provided to the club secretary prior to the Annual General Meeting each year.

Induction of the incoming Social Media Coordinator

An important responsibility of the outgoing Social Media Coordinator is to train, mentor and support the incoming Social Media Coordinator and the next seasons social media team.

The estimated time commitment required as the Social Media Coordinator is XX hours per week.
[image: image1.png]


Position description template proudly made available by Sports Community
www.sportscommunity.com.au

1

