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ADDENDUM 1
TO the Constitution of Boland Athletics

DUTIES AND RESPONSIBILITIES 

OF THE BOLAND ATHLETICS OFFICE

DUTIES AND RESPONSIBILITIES OF THE BOLAND ATHLETICS OFFICE
1. Introduction 
Boland Athletics (BA) will operate on business principles in accordance with the BA Constitution. 
The daily activities of the BA Office will be executed in accordance with the BA Events Calendar. Project management principles will be applied to ensure that the BA office provide an effective service to all BA Members.

The BA Executive Board has approved the following office structure within Boland Athletics:

2. BOLAND ATHLETICS OFFICE
The Boland Athletics office will report to the Boland Athletics Board on a monthly basis. 

Boland Athletics Office will be managed by the Chief Executive Officer and will operate in departments as listed below: 
2.1. Chief Executive Officer (CEO)

2.2. General Administration
2.3. Projects Administration
2.4. Financial Consultant
2.5. Technical Administration
3. REPORTING LINE
The departments in Boland Athletics as defined above will report to the CEO as follows:
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4. DUTIES AND RESPONSIBILITIES

The duties and responsibilities of the BA Office Staff are defined below.

5. CHIEF EXECUTIVE OFFICER (CEO)

5.1. Job description
5.1.1. The CEO position will be a full time position.

5.1.2. The CEO will direct the overall business of Boland Athletics (BA) on behalf of the Boland Athletics Board, in order to ensure that BA achieves the vision, mission, objectives and goals set by the Boland Athletics Board.
5.2. Job Objectives
5.2.1. Strategy

A. Formulate business strategies for all BA’s business functions in line with BA’s policies and strategy.
B. Prepare an Annual Projects Schedule of all BA events.

C. Prepare the overall annual budget for BA based on the Project schedule.

D. Synchronizing and co-ordinating the activities of all BA departments. 

E. Apply sound administration management principles in the BA office.

F. Apply financially sound principles in the BA Office.

G. Implement and manage a comprehensive sponsorship programme.

H. Manage a Marketing Programme that will build a positive and strong corporate and public image for BA.

I. Liaise with Government structures and Associate members.
5.2.2. Finance

A. Formulate and implement financial procedures for all financial processes in the BA’s office, in line with BA’s corporate governance code.

B. Formulate and implement sufficient and effective financial controls.

C. Produce up-to-date monthly financial reports to the CEO.

D. Ensure that all BA’s financial records are kept up to date.

E. Prepare BA’s financial books for annual audits.

F. Present the financial statements to the Board and Council.

G. Ensure that all financial deadlines are met, e.g. annual audit, financial progress reports.

H. Timeously advise the BA Board of all financial developments with serious financial implications for BA.

I. Ensure that BA meets all its financial obligations without incurring penalties of whatever nature e.g. Vat returns.

J. Explore and implement whatever financial measures may be necessary to ensure the effective management of BA’s funds e.g. investing money at best possible interest rates.

K. Evaluate all BA’s departmental quotations and recommend the best quotation to the CEO, to ensure that we always get the best goods/services at minimum cost (two quotations should always be presented, any exceptions to this rule should be approved by the CEO).

L. Direct the department in an effective and user-friendly manner, always exploiting cost-saving initiatives.

M. Ensure that the systems and controls in place, together with the normal checks and balances, are functioning correctly.

5.3. Job Requirements
5.3.1. Good knowledge of athletics
5.3.2. Good people management skills.

5.3.3. Good interpersonal skills.

5.3.4. Ten years senior management experience.

5.3.5. Ten years budget control experience.

5.3.6. Good time management skills.

5.4. Reporting Line

5.4.1. The CEO will report to the Presidium and the Executive Board.
6. GENERAL ADMINISTRATOR
6.1. Job Description
6.1.1. The General Administrator position will be a full time position.
6.1.2. The General Administrator will be responsible for the daily communication between the BA Office and its members.
6.1.3. The General Administrator will be responsibility for the daily financial communication between the BA Office and its Members. 
6.2. Job Objectives
6.2.1. Organise Executive Board, AGM Meetings.

A. Iissue notices of all meetings and of all other functions as appropriate
B. Take, or cause minutes to be taken, of all meetings of BA
C. Prepare and distribute minutes of Board and AGM Meetings to the Board and registered members.
6.2.2. Conduct the correspondence of BA
6.2.3. Keep in custody the documents, records, books and correspondence belonging to BA
6.2.4. Issuing of licenses/temporary licenses, the monthly update of per event licence issuing and payment register
6.2.5. Monthly updates of the Club Affiliation Register
6.2.6. Receive payment of all sums of money due to BA;
6.2.7. Receipt moneys received for licenses, affiliation fees and levies and banking of money within 24 hours after it was received
6.2.8. Make all payments due by BA

6.2.9. Keep such books of account as may be necessary, accurately to reflect the financial position of BA.

6.2.10. Assist the Financial Consultant to:

A. keep in custody the books of account and other documents of a financial nature belonging to BA

B. submit at each Annual General Meeting a duly audited revenue and expenditure account and balance sheet

C. make quarterly checks as to the financial books and accounts of the Meeting a report on the accounts of the associations
6.2.11. Take on duties of the Financial Consultant should this official become temporarily unable to carry them out;
6.2.12. Assist with the project related administration when requested
6.2.13. Carry out such duties as may be required by the CEO
6.3. Job Requirements
6.3.1. Knowledge of office administration and reception
6.3.2. Computer proficiency in word processing applications and spreadsheets
6.3.3. Computer proficiency in the use of the internet and electronic mail.
6.3.4. Good people management skills
6.3.5. Good interpersonal skills
6.3.6. Good time management skills
6.4. Reporting Line

6.4.1. The General Administrator will report to the CEO.

PROJECT ADMINISTRATOR

6.5. Job Description
6.5.1. The Project Administrator position will be a full time position.

6.5.2. The Project Administrator will be responsibility for the daily communication between the BA Office and Project/event Managers. 
6.5.3. The Project Administrator will be responsibility for the daily financial communication between the BA Office and Project/event Managers. 
6.6. Job Objectives
6.6.1. Organise the Project Meetings, issue notices of all meetings and of all other functions as appropriate, take, or cause minutes to be taken, of all Project Meetings.
A. Conduct the correspondence of the projects. 
B. Keep in custody the documents, records, books and correspondence belonging to the Projects
C. Maintain and develop a coaching network and technical Officials network
6.6.2. Compile the BA Projects Calendar in collaboration with the Commissions
6.6.3. Keep the BA Athletes Handbook up to date
6.6.4. Keep the BA Statistics up to date
6.6.5. Assist with the logistics relating to all BA teams participating in SA competitions e.g. accommodation, travel, etc.
6.6.6. Keep such books of project accounts as may be necessary, accurately to reflect the financial position of projects. 
6.6.7. Assist the Financial Consultant to:

A. keep in custody the books of account and other documents of a financial nature belonging to BA

B. submit at each Annual General Meeting a duly audited revenue and expenditure account and balance sheet

C. make quarterly checks as to the financial books and accounts of the Meeting a report on the accounts of the associations
6.6.8. Take on duties of the Financial Consultant should this official become temporarily unable to carry them out;
6.6.9. Assist with general administration when requested
6.6.10. Carry out such duties as may be required by the CEO
6.7. Job Requirements
6.7.1. Knowledge of office administration and reception

6.7.2. Computer proficiency in word processing applications and spreadsheets

6.7.3. Computer proficiency in the use of the internet and electronic mail.
6.7.4. Knowledge of how BA operates.

6.7.5. Valid driving license and own transport.

6.7.6. Good people management skills

6.7.7. Good interpersonal skills

6.7.8. Good time management skills

6.8. Reporting Line

6.8.1. The Project Administrator will report to the CEO.

7. FINANCIAL CONSULTANT
7.1. Job Description
7.1.1. The Financial Conssultant position will be a part time position.

7.1.2. The Financial Consultant will be responsible for the monthly financial reports and the financial statements for the AGM.
7.2. Job Objectives
7.2.1. Keep such books of account as may be necessary, accurately to reflect the financial position of BA.
7.2.2. Submit to the CEO a duly audited monthly revenue and expenditure account and balance sheet

7.3. Job Requirements 
Experienced in accountancy.
7.4. Reporting Line
7.4.1. The Financial Consultant will report to the CEO.

8.  TECHNICAL ADMINISTRATOR
8.1. Job Description
8.1.1. The Technical Administrator position will be a part time position.

8.1.2. The Technical Administrator shall administer the BA’s placing of Technical Officials as well as the training of Technical Officials. 
8.2. Job Objectives
8.2.1. Liaise with the Technical Officials of BA and keep a register of all qualified technical Officials.
8.2.2. Select officials to officiate at all BA events in collaboration with the Competition Directors.

8.2.3. Develop a Technical Officials network to ensure that every event in BA have sufficient officials.
8.2.4. Keep an up to date Provincial Records Register.

8.3. Job Requirements
8.3.1. Computer literacy in Microsoft Word, Power Point and Excel.

8.3.2. Good people management skills.

8.3.3. Good interpersonal skills.

8.3.4. Good time management skills.

8.4. Reporting Line
8.4.1. The Technical Administrator will report to the CEO.
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