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REGISTRAR
 POSITION DESCRIPTION
Esperance Soccer Association (Inc)

	Position title
	Registrar

	Committee portfolio / area
	Membership and Registrations

	Reports to
	Esperance Soccer Association Committee

	Term of appointment
	TBA

	Date approved
	TBA



1. Position Purpose
The Registrar is a member of the Esperance Soccer Association (ESA) Committee and is authorised by the Committee to maintain the Association’s register of members under the Model Rules. The Registrar coordinates the registration of players, coaches, officials and other participants each season, so that everyone taking part is correctly registered and membership records are accurate and secure.
2. Key Responsibilities
· Coordinate season registrations for all participants.
· Maintain the register of members in accordance with the Model Rules.
· Provide registration and membership information to the Committee, Secretary, coaches and Team Managers.
· Work with the Treasurer on registration fees.
· Keep members’ personal information secure and confidential.
3. Duties and Tasks
Season Registrations
· Confirm registration periods, deadlines and fees with the Committee and promote them to members.
· Manage the Association’s registration process and help members, parents and guardians with registration queries.
· Follow up incomplete registrations and confirm participants are registered before they train or play.
· Check players are registered in the correct age group or competition, and refer eligibility questions to the Committee.
· Provide registration lists to those responsible for team allocation, coaches and Team Managers, and update records for late registrations, transfers and cancellations.
Register of Members
· Record each member’s name, address, membership class where applicable and date of joining.
· Record membership changes, suspensions and cessations (with reasons) within 28 days, keeping records of former members for at least one year.
· Arrange member access to the register in accordance with the Model Rules.
· Provide the Secretary with a current member list for general meeting notices, and confirm membership of nominees and voters when requested.
Fees, Records and Reporting
· Work with the Treasurer to confirm payments and follow up outstanding fees. Apply concessions or refunds only as approved by the Committee.
· Store registration records securely and limit access to authorised people.
· Report registration numbers and issues at Committee meetings, and provide information to relevant sporting bodies where required.
· Carry out other duties assigned by the Committee.
4. Meetings and Time Commitment
The Registrar attends Committee meetings (at least three each year), the AGM and any Special General Meetings. The workload is heaviest before and at the start of the football season, when most registrations are processed.
5. Skills, Experience and Attributes
· Strong organisational skills and accuracy with data entry and records.
· Confidence using online registration systems, spreadsheets and email.
· Friendly, patient communication with members, parents and guardians.
· Reliability and the ability to meet deadlines.
· Ability to handle personal information confidentially.
· Previous registration or administration experience is desirable but not essential.
6. Authority and Decision-Making
The Registrar manages routine registration and membership matters within the role and any directions from the Committee. Eligibility disputes, exemptions, fee waivers or refunds, suspensions and disciplinary matters should be referred to the Chairperson or Committee.
7. Key Relationships
· Chairperson, Executive and Committee members.
· Secretary, for membership information needed for general meetings.
· Treasurer, for registration fees.
· Players, members, parents, guardians, coaches and Team Managers.
· Relevant sporting bodies and registration system providers.
8. Handover
When leaving the role, the Registrar must promptly hand over the register of members, registration records, outstanding matters and access to the registration system and other Association systems to an appropriate Committee member.
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