
Horsell Bowling Club Job Description   

Fixtures Secretary       

AGM November 2025 

 

He/shall: 

Serve on the management committee. 

Arrange all fixtures with opposing clubs and ensure that all offers for, and acceptance of 
matches shall be confirmed by email, both to and from other Club Match Secretaries 
(excluding leagues and competitions) and include club events in the calendar. 

Maintain the master Excel file, which includes details of friendly fixtures plus all other club 
leagues and fixtures entered by the club. 
 
Arrange in a timely manner the friendly and ladies friendly matches and enter on the master 
Excel file. 
  
Produce the GANT chart showing all fixtures and use of the club house. 
 
Enter all friendly and league home games onto our rink bookings system. 
 
Maintain the Fixtures Secretary contact page with any changes in the year, contained within 
the master Excel file.  
 
Forward the friendly fixtures and all other friendly and leagues matches to our Website 
Manager as soon as complete, including any additional narrative for example parking 
restrictions, that may be applicable to the captain of the day. 
 
Notify our Catering and Bar Managers of matches requiring refreshments. 
 
Produce the Internal Master fixture file, plus the External Fixtures File, which are emailed to 
club members after payment of subs on sign up night. 
 
Notify all fixture secretary’s ahead of the new season, club contacts i.e. Club Captain, Ladies 
Captain, Men’s Captain and Fixtures Secretary mobile and emails, details re parking, after 
game refreshments, our dress code, our no dogs (except assistance dogs) policy. 
 
Continue to monitor matches throughout the season making notes of cancelled or reduced 
matches which will assist with planning the following year. 
 
Attend the weekly match selection meeting assisting the Club, Ladies and Men’s captains 
with selection, and standing in as captain of the day if required. 
 
Ensure that the Captain of the Day has confirmed arrangements for that fixture. 
 

HE/SHE MAY DELEGATE AS NECESSARY 


