WBU CEO Role
Please note that this role will not have employed status within the WBU and the successful applicant(s) will need to comply with IR35 contractor status.
If you might be interested in applying for any of these roles or indeed just discussing this further please email andrea.knox@knoxcommercial.co.uk in confidence.

Background
The Welsh Bridge Union, with some 1,200 members, is a non-profit-making body  with the role of organising duplicate contract bridge within Wales. It is recognised as the National Bridge Organisation for Wales by the European Bridge League and World Bridge Federation of which it is a member. It is represented on Bridge Great Britain, the organising body for the Home Internationals and British  Championships. Its main function is the running of national bridge events for  Wales, selection and support for teams representing Wales, and regulation of its  members within the International Laws of Bridge. It has a promotional and  educational role in encouraging the playing of duplicate contract bridge within  Wales and the provision of services to its members.  
The WBU has a democratic structure. At its Annual General Meeting its  constitution specifies the election of a President, Hon Treasurer, Hon Secretary,  Master Points Secretary, and National Tournament Organiser. The holders of  these posts (excepting the President) receive a non-commercial Honorarium.
The Union has four Areas (North, Mid, West and East) electing delegates to a  Council that, together with the elected officers, oversee the affairs of the Union.  The Council meets at least twice per year. The Council elects sub-committees  (Selection, Tournament, Laws & Ethics) as required by the constitution and  makes appointments to various jobs (e.g. Magazine Editor, Website Manager,  Junior Co-ordinator) of which the principal one is Chief Executive. The holders  of these posts can be remunerated but none have an employer-employee  relationship with the WBU.  

The Management Committee is the body responsible for the management of the  Union’s affairs. Membership: the President, Chief Executive, Honorary Treasurer, Honorary Tournament Officer, and one member nominated by each Area  Association and approved by the Council.  

Description of duties and tasks under the CEO contract

Please note these duties are indicative in nature: the person appointed needs to be flexible in nature and fill in as and when required. The duties listed are not necessarily required all the time- some are occasional.  If you are interested in knowing more please contact Andrea Knox to discuss further.

Part 1 – Administrative Position
Appointment and reporting.
The Chief Executive Officer (CEO) is appointed by Council. Council determines the remit, fees and allowable expenses. The CEO reports to the current President, Council and to Management Committee (MC), without a vote.  
Main role:
(A) Policy
To see that for each function the WBU should be doing there is a policy approved  by Council and MC.

(B) Personnel
To see that each individual tasked with duties for the WBU, knows what has to be  done, and is encouraged/monitored in doing it.

(C) Reporting
To advise MC of tasks not being done, and make recommendations as to how the  fault can be remedied.
Responsibilities:

1. Advising Council.
Attend AGM, Council, MC (around ten meetings per year); book venues/Zoom Meetings, prepare agenda and papers, take minutes and circulate; advise on appointments, the role description for those appointments, the honorarium (if any) and delegated powers; advise on policy and policy changes.  
(b) Advising Officers.
Advise elected Officers of the tasks they have to fulfil as specified by the  Constitution, Council and MC, and to assist where requested in getting those tasks done.


(c) Advising sub-committees
Act as Secretary of the Selection Committee and Laws & Ethics Committee; advise Finance,  Laws & Ethics, and any other committee appointed by Council or the Management Committee on  when they need to meet and decisions they have to reach.
Provide Reports for MC/Council as required.

(d) Appointees
For all appointees (e.g. Membership Secretary, Junior Co-ordinator, Newsletter  Editor, Education Officer, Website Manager etc.) receive their reports, monitor  their progress, present their reports to MC and Council, and advise Council and  MC where changes in policy or personnel are needed and co-ordinate the writing and online publication/distribution of the Newsletter with its Editor.

(e) Correspondence
Daily check of correspondence, acknowledgment and reply where possible, or  direct matter to appropriate person/body within WBU and monitor their  response. 
First Point of contact for complaints, directing to appropriate part of the WBU as appropriate

(f) Team Management
Instruct the Non-Playing Captains at International matches on their duties and what they need to co-ordinate with the organisers

(g)    Constitution
Ensuring that Constitutional requirements are followed. (copy of WBU Constitution attached).  

(h)    Insurance
Arrange appropriate insurance cover for both Liabilities and Assets.  

1. Office
Provide personal office facilities with computer, printer and other essential equipment together with appropriate landline telephone and broadband  access.       

1. Storage
Arranging storage for some WBU equipment.

1. Address
Provide a WBU postal official office address.
1. Calendar
Compile a calendar of events and ensure website is updated

1. Mail shote
Arrange Mail shots to Members

1. Event Entry
Administration of entry to (some) events
1. Liaising
Liaise with Junior and Womens Bridge Co-ordinators
1. Posting
Post out WBU Law books as required and when ordered from the website   
1. Education
Arrange for the appointment of Education Officer(s) and co-ordinate the provision of leaning materials with EBED and teachers and other organisations.

1. DBS
Arrange for DBS checks for those working with children and vulnerable  adults.  

1. Online bridge accounts
Liaise with BBO/ RealBridge in setting up NBO account(s), manage account / liaise with Realbridge, BBO, StepBridge (* Stepbridge ending shortly) and other online bridge hosting platforms

1. Accounts

Monitor Bank and Building Society account and act as backup for Treasurer
Monitor PayPal account and act as backup for Treasurer
Monitor Stripe account and act as backup for Treasurer
Approve non-standard bank payments (in conjunction with President/other nominated officer(s))


Part 2 – International Match Arranging
(applications accepted for Part A or Part B or both)

Part A
Hosting Home Internationals (usually 1 per year)
For Home Internationals hosted by the WBU be arrangements: venue, personnel, transport, recording, catering, provision of cards and hand records, liaising with other NBOs, being Match Manager and being/arranging a VuGraph Manager. 

Arrange closing dinner for home international that Wales hosts
Part B
Obtaining Pen Portraits and preparing Brochure.

Arrange for WBU uniform to be ordered and distributed for representative events where uniform is required

Arrange costs and billing for other NBOs attending Home Internationals


Part 3 – Fundraising

Be the WBU’s contact with potential and actual sponsors, with a general role of obtaining and retaining sponsors

Part 4 – Organising SIMS and Bridgesteddfod and Director Training etc.

1. Organise the Celtic Sims (spring and autumn) in partnership with the SBU, NIBU and Ecats

1. Take initial responsibility, with the National Tournament Organiser (if any – the WBU does not have a National Tournament Organiser at present), for any other tournaments the WBU might wish to organise in future.  

1. Arrange the storage of WBU equipment and its transport to and from National Competitions.

1. Arrange for TD training and appointments of chief TD (appointed by MC).  

1. Responsible for arranging the generation and dealing of boards for competitions and produce printed hands  records where applicable

1. Arrange for purchase of WBU stationery and playing cards.  

1. Carry out any reasonable tournament task not specified above, as requested.

1. Arrange for reprints / Updates of WBU Lawbooks

1. Organise the Annual Bridgesteddfod and act as convenor

1. Arrange Premier League Trials (Director, equipment and catering)


Part 5 - IT Role (* this role is likely to become a separate Officer in its own right at the next AGM)

1. Update the WBU website regularly

1. Oversee the review and update of the WBU IT systems and functions

1. Review renewal dates and arrange for renewal of WBU email

1. Review renewal dates and arrange for renewal of domain names

1. Maintain and enhance online payments within the WBU website (currently working with Simon G/Tony H)

1. Maintain and enhance Masterpoint and Membership systems (no mean feat) (currently Simon G)

1. Maintain connectivity between the WBU masterpoints system and club masterpoint systems (currently Simon G)
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