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                                                        MELBOURNE WINTER BASEBALL LEAGUE INC.
                       (Formerly Victorian Winter Baseball League)

8th February 2019
To whom it may concern,

The current MWBL administrator David Rice will be not continuing at the end of the 2019 season.

The league will be looking for a new administrator/administrators to take over for the 2020 season,

who will need to be able to be tutored during the 2019 season by David.

The administration of the league is in three parts as per the attached documents: 

 1.  General Administration                2.  Fixtures                   3.  Processing of match sheets

The remuneration for the full role or part role will be by negotiation with the MWBL Board.
The full administrators remuneration for 2018 season was $30,950 and is paid on a team entry basis

for both senior and junior teams.

Person/s interested in apply for the job need to have reasonably comprehensive computer skills, 

able to do internet banking, able to do invoicing, able to attend meetings in the evenings, have good communication skills with the clubs, players and the public and need to provide own office space
Person/s interested can apply for the whole administration role or part role  

indicating administration experience and general resume  

Applications can be sent to: 
      MWBL President 


       P. O. Box 546

       Melton    


       Victoria    3337


       Or By email:   pete69041@yahoo.com.au

Yours in Baseball
The MWBL Board
Duties of MWBL Administrator:
Yearly:      -     Send out AGM Notices and organize AGM and Presentations

· Prepare Annual Report including MVP Votes, Final Ladders and finals results
· Prepare Annual financial Statement and work with Auditor 

· Organize Senior Trophies 

· Organize Junior Trophies and Medallions 

· Organize Senior and Junior premiership flags

· Prepare Proposal for senior team Grading’s

· Prepare List of Fees and Charges for coming season

· Prepare budget for coming season

· Prepare fixtures for all Seniors grades and all Juniors grades matches and deal with alterations as necessary prior to and during the season. 

· Organize all senior and junior finals 

· Organize and distribute match balls for finals – both senior and junior.

Monthly:   -     Send out Delegates Meetings notices and previous meetings minutes

· Prepare Financial Statement for delegates meetings

· Prepare Invoices for clubs – sent by email

· Type up minutes from meetings – Delegates and Executive

· Attend Senior Delegates, Executive and Diamond Valley and Ringwood and

City West Juniors Delegates meetings – min 4 per month.

Weekly:    -     Collate scores on Saturday night and email results to papers 

                         for both Seniors and Juniors

                   -     Receive match sheets and process to computer for scores, ladders, MVP Votes,

                         games played by players and for umpires payments for both Seniors and Juniors

                         (approx 1500 match sheets)

· Receive players registrations and clearance forms and process as required

· Receive and process clubs cheques and direct credits and attend at bank as required.

· Pay all bills as required and directed by the leagues sub committees and executive.

· Check match sheets, phoned scores, etc., for any infringements of rules, etc.

and apply fines as per schedule of fines. 

· Receive all correspondence – by phone, mail and email and pass on as required and/or

reply as necessary. 

· Carry out any instructions given by the board or its sub committees as required

· Liaise with Pennant committee and attend meetings as required, especially during

finals period.

· Organize the tribunal as required in liaison with Tribunal Members. 

· Liaise with Umpires Co-odinator with umpires issues

Break Down of MWBL Administrator Duties

General Administration 

 -     Send out AGM Notices and organize AGM and Presentations

· Prepare Annual Report including MVP Votes, Final Ladders and finals results
· Prepare Annual financial Statement and work with Auditor 

· Organize Senior Trophies 

· Organize Junior Trophies and Medallions 

· Organize Senior and Junior premiership flags

· Prepare Proposal for senior team Grading’s

· Prepare List of Fees and Charges for coming season

· Prepare budget for coming season

· Organize and distribute match balls for finals – both senior and junior.

                  -     Send out Delegates Meetings notices and previous meetings minutes

· Prepare Financial Statement for delegates meetings

· Prepare Invoices for clubs – sent by email

· Type up minutes from meetings – Delegates and Executive

· Attend Senior Delegates, Executive and Diamond Valley and Ringwood and

City West Juniors Delegates meetings – min 4 per month.
· Receive players registrations and clearance forms and process as required

· Receive and process clubs cheques and direct credits and attend at bank as required.

· Pay all bills as required and directed by the leagues sub committees and executive.

· Receive all correspondence – by phone, mail and email and pass on as required and/or

reply as necessary. 

· Carry out any instructions given by the board or its sub committees as required

· Liaise with Pennant committee and attend meetings as required, especially during

finals period.

· Organize the tribunal as required in liaison with Tribunal Members. 

· Liaise with Umpires Co-odinator with umpires issues

Match sheets
   
-     Collate scores on Saturday night and email results to paper 


      for both Seniors and Juniors


-     Receive match sheets and process to computer for scores, ladders, MVP Votes,

                         games played by players and for umpires payments for both Seniors and Juniors

                         (approx 1500 match sheets for the season)

·  Check match sheets, phoned scores, etc., for any infringements of rules, etc.

 and apply fines as per schedule of fines. 

Fixtures     - 
Prepare fixtures for all Seniors grades (12 grades) and all Juniors grades (8 grades)

 


matches and deal with alterations as necessary prior to and during the season.

· Organize all senior and junior finals 






















