Softball Club Organization – Executive Board Template
A softball organization is only as strong as the volunteer members who make up the executive board for that organization. These dedicated individuals will put in countless hours to ensure a successful softball season for their club. An executive board should be made up of many individuals in varying roles. These individuals will work together to make light work of all of the requirements. This document has been put together to assist a new or existing club with parameters around who should relate to which tasks. 
As this is just a template to aide new or existing clubs, it could be modified to suit your needs. These are just suggestions based on an existing club that has been running successfully for 25 plus years.

EXECUTIVE CRITERIA 
a) The term of office for the Executive Committee members shall be for one year. 
b) No person shall hold more than one position on the executive. 
c) Each member of the executive committee is entitled to one vote at executive committee meetings.
d) Any member in good standing in the Association shall be eligible to be an elected as a member of the executive. Executive members shall be elected by members at each annual general meeting of the Association. 
e) At the first annual general meeting of the Association and at every succeeding annual general meeting all the executive members shall retire from office but shall hold office until the dissolution of the meeting at which time their successors are elected. Retiring officers shall be eligible for re-election. 
f) If any vacancy occurs on the executive throughout the year, the executive may elect to appoint one of the elected non-executive members to fill the vacancy, or they may hold a general meeting to have an election to fill the position(s). 
g) A person must be 18 years of age or older to hold an executive position.

PRESIDENT
· Personify the best public image in reflection to the community at large.
· Shall preside at the annual general and executive meetings of the Association.
· Shall provide an overview of the previous year’s activities to the membership at the annual general meeting.
· Shall maintain contact with Softball Nova Scotia regarding any pertinent matters.
· Shall attend the Softball Nova Scotia annual general meeting.
· Shall provide leadership in administering Association policies.
· Shall have full knowledge of all association activities.
· Shall represent the Association at all meetings regarding softball activities and municipal business as required.
PAST PRESIDENT
· Shall be a member of the Executive Committee.
· Shall assist members and provide information wherever possible on prior policy and procedure.
· Shall advise the incoming executive on any unfinished business.
· In the event that the past president is no longer a member in good standing or has left the organization due to other commitments, the position shall remain vacant for the remainder of the current term.
· Has voting privileges at meetings of the Executive.
VICE PRESIDENT
· Shall assist the President in all matters of the association.
· Shall have full knowledge of all association activities.
· In the absence of the President, shall perform all the duties and exercise all powers of the President.
· Shall arrange gym times for fall/winter programs.
· Shall arrange field reservations during the playing season.
· Shall be responsible for ensuring that officials are scheduled for every game.
· Shall act as the liaison between the divisional co-coordinators and the officials.
· If for any reason the president is unable to fulfill their term, the vice-president shall assume the duties and responsibilities of the President for the remainder of the current term.
· Shall attend the Softball Nova Scotia Annual General Meeting
REGISTRAR
· Create and distribute materials related to league registration for the current season.
· Compile the vital member information to allow for the formation of divisions and teams.
· Assure compliance with the boundary guidelines and other registration requirements.
· Work with the other officers to provide information about the members for distribution to the managers and coaches as required.
· Submit member information including players, coaches, team managers, executive members, etc. to Softball Nova Scotia for membership / insurance purposes.
SECRETARY
· Shall keep true and accurate minutes of all general and executive meetings of the association and provide copies as necessary.
· Shall prepare an agenda for all meetings.
· Shall receive and compile all written correspondence in preparation for meetings, including copies as necessary.
· Shall receive all written applications for executive and non-executive positions prior to the annual general meeting and compile the list of applicants for presentation at the meeting.
· Shall be responsible for arranging all meetings and contacting necessary individuals.
· Shall advise the members of the Annual General Meeting in conjunction with the Registrar
TREASURER
· Shall receive all monies, pay all accounts and keep an accurate and detailed record of receipts and disbursement for the Association.
· Shall update the file with the Registry of Joint Stock Companies.
· Shall deposit all funds and securities in the name of the league.
· Shall be a signing officer of the Association.
· Shall provide a financial statement upon request.
· Shall assist in the preparation of the annual budget.
· Shall present a financial report for all executive meetings and for approval at all general meetings.
· In conjunction with the Registrar, shall collect all registration fees.
· Shall receive and review all fundraising requests.
· Shall receive and review all written statements and receipts showing all funds raised and expenses incurred.
DIRECTOR OF PLAYER AND COACH DEVELOPMENT
· Shall organize indoor and outdoor clinics
· Liaise with Softball Nova Scotia regarding coaching certification clinics and inform coaches of clinic dates and locations
· Shall organize the coaches’ briefing sessions at the beginning of the season
· Shall assist with selection of rep teams (provided no conflict of interest)
· Shall liaise with Division Coordinators in movement of division players
· Shall notify all players of try outs, clinics, practices and general Association news
ASST. DIRECTOR OF PLAYER AND COACH DEVELOPMENT
· Shall assist with organizing indoor and outdoor clinics
· Shall assist with organizing the coaches’ briefing sessions at the beginning of the season
· Shall assist with selection of rep teams (provided no conflict of interest)
· Shall assist with notifying all players of try outs, clinics, practices and general Association news


SOCIAL MEDIA CO-ORDINATOR
· Shall maintain the organizations social media presence.
· Shall maintain the organizations website.
· Attend events, when possible, to produce social media content.
· Obtain scores/news and/or schedules for organization events to share on social media.
· Interact with users and respond to social media messages/inquiries and comments
· Support community relations including newsletters and community events.
· Responsible for advertising and promotion of annual registration.
EQUIPMENT MANAGER
· Shall review all equipment requests from coaches and make recommendations regarding purchases and/or distribution to the Executive Committee.
· Upon approval from the Executive Committee, shall purchase equipment and uniforms deemed necessary.
· Receives all new equipment when delivered.
· Organizes and makes arrangements for distribution of equipment and uniforms at the beginning of each season.
· Receives returned equipment at the end of the season (no later than October 31st).
FUNDRAISING COORDINATOR
· Shall maintain a record of fundraising activities for all organization teams
· Shall provide receipts for all charitable donations where a receipt is warranted.
· Will seek out new fundraising opportunities/sponsorships for the organization and their teams.
· Shall ensure the proper licenses have been obtained when required (ex. lottery license)
· Ensure all fundraising initiatives comply with the organizations bylaws.

** Keep in mind that the listed roles above are a suggestion and can be modified to suit your organization. It is also expected that the duties are not limited to what is under each role. You could be asked to do something outside of your regularly listed duties.

