Tournament Convenor 
The overall role of the Tournament Convenor is to ensure that a Club Tournament runs smoothly and is an enjoyable experience for all. The main responsibilities are shown below; these should be read n conjunction with the detailed checklist of tasks (attached). It is not expected that the Tournament Convenor will do all these tasks but will co-ordinate a group of willing volunteers to ensure everything gets done.

Pre-tournament preparation
· Prepare a budget to be agreed by the Committee
· Agree the format of the tournament and appoint a Director, Scorer etc. Agree contract and arrangements to pay any paid officials
· Prepare publicity materials and ensure these are distributed appropriately
· Arrange for appropriate registration processes (preferably online with online payment of entries)
· Liaise with the Catering Manager over catering arrangements and the Bar Manager over arrangement for a cash bar.
· Prepare a roster of jobs that need doing and work with session hosts to fill the roster with volunteers – a template is attached
· Ensure that the Club President or their representative is available for welcoming and prize-giving duties
· Monitor tournament entries and keep a record of payments
· Liaise with the Tournament Director on a regular basis
On the day of the tournament 
· Maintain financial oversight of the event (outstanding entry fees, cash prizes, reconcile raffle monies, payments to Director, Scorer etc.)
· Maintain oversight of the operation of the event
Post event
· Reconcile all financial transactions and prepare a financial report for the Committee
· Thank all volunteers involved in running the event
Qualities and Skills Preferred
· Experience of financial control and budgeting.

· Good communication and interpersonal skills.

· A willingness to be contacted on an ad hoc basis.

· Experience of participation in tournaments
Time Commitment: The role of the Tournament Convenor requires an estimated commitment of up to 25 hours per tournament.
