DUTY LIST – FRONT DESK AT UWH PENNANT
Player database and team sheets

1. Maintain a database of all players
2. Print team sheets for each pennant
3. Update team sheets to reflect new players and changes to team rosters 
4. Advise President of team shortfalls so that new recruits can be directed to teams in need
5. Ensure players sign in before each game

Competition duties

6. Collect score sheets at the end of each game
7. Tally votes in both referee and team captain votes
8. Maintain a premiership ladder for each grade
9. Display the updated ladders on the noticeboard before each pennant round
10. Liaise with TUHA Website Manager for weekly updates of results and ladders to TUHA website and TUHA Facebook.
11. Ensure all game results are collated and emailed to the Media Officer by the following Friday morning.

Selling hockey

12. Greet and assist new players – direct ‘walk-ins’ to a committee member for management
13. Disseminate flyers and newsletters to pennant players
14. Establish and maintain a noticeboard at each pennant for announcements

Finances

15. Advise the president and treasurer of players who are not financial after they have played 4 games
16. Collect subs 
17. Sell UWH gear (gloves, sticks and caps) – advise the property member when gear is running out
18. Electronically bank monies each Thursday and advise treasurer of the breakup of monies for subs (by player name) and gear 

General duties

19. Maintain the lost/found property bin and post a lost/found property update weekly of the UWH Facebook page
20. [bookmark: _GoBack]Other tasks as directed by the President
