British Isles Indoor Bowls Council (BIIBC)
Chief Executive Officer
Job Description

General
The Chief Executive Officer is responsible for the day to day running of the BIIBC and in association with the BIIBC Council for formulating and implementing the strategic plan that guides the direction of the Council, creating, communicating and implementing the Councils vision, mission and overall direction.

Duties of the Chief Executive Officer –

1.	Secretarial
1.1	Attend all meetings of the Council.
1.2	Keep and maintain all minutes and records of the Council.
1.3	Conduct all correspondence on behalf of the Council.
1.4	Maintain such other statistical data as may be considered necessary under the Constitution or as directed by the Council.
1.5	Maintain a register of all Member National Association with names and contact details of their Principal Officers.
1.6	Prepare and submit to each Council Meeting a report on all the activities of the Council since the last Council meeting, including reports of any meetings held by Elective Officers and Sub Committees.
1.7	Prepare and submit to each Annual Meeting a report of the activities of the Council since the last Annual Meeting.
1.8	Represent the BIIBC if required on any National and International Committees or organisations.

2.	Financial
2.1	Prepare a detailed Annual Budget based on the projected income received and anticipated expenditure on administration, competitions, and international events.
2.2	Prepare detailed financial reports to the Council including projected financial estimated costings of events.
2.3	Prepare Annual Accounts and submit for independent audit.
2.4	Presenting audited accounts to the Annual General Meeting.
2.5	Banking all the Councils income and consolidating the bank accounts against income and expenditure.
2.6	Invoicing and collecting the Councils annual income consisting of Membership Fee’s and Levy from Member Associations.
2.7	Purchasing requirements for the administration of the BIIBC and its associated events including, stationary, hotel accommodation, transport, meals, trophies, medals, and badges.
2.8	Scrutinising and settling all the Councils expenditure including administration costs, Officer expenses, competition costs and international event costs.

3.	Competitions
3.1	To organise and act as Tournament Director for all BIIBC Events in conjunction with the host National Member Association. Current events include the following:
Mixed Junior Under 18 International Series.
Ladies Junior Under 25 International Series
Men’s Junior Under 25 Internationals Series.
BIIBC Championships
Ladies Internationals Series
Men’s International Series
3.2	To prepare all fixtures and playing schedules relating to all BIIBC Events & Competitions.
3.3	Responsible for providing the content for the Official Programme for Member Associations to print.
3.4	To work in conjunction with the host National Member Association to implement ticketing policy for any event.

4.	Marketing
4.1	To be responsible for BIIBC Website and Real Time Scoring System.
4.2	To liaise with the media and issue press statements on behalf of the BIIBC as and when required.
4.3	To work in conjunction with the host National Member Associations to advertise and promote BIIBC events as and when required.
4.4	To actively source commercial partnerships for the BIIBC events, in conjunction with the National Member Associations.



The role of BIIBC Chief Executive Officers carries an annual allowance as decided annually by the Council and currently stands at £5K per annum plus all reasonable expenses.

It is customary that present National Secretaries, if appointed, should relinquish that role on taking up the position of BIIBC Chief Executive Officer. 
