
POSITION DESCRIPTION 
 
POSITION:    EXECUTIVE OFFICER (EO) 
REPORTING RELATIONSHIP: BOWLS TARANAKI BOARD 
LOCATION:    NEW PLYMOUTH 
 
STRATEGIC VISION: 
 
To have Bowls Taranaki recognised as a premier playing and administrative Centre in 
New Zealand and to consistently provide an environment of enjoyment, profile and a 
sense of unity among all players and participants within the Centre. 
 
SCOPE: 
 
The EO will be responsible for the development and management of the organisation, 
reporting to the Board of Bowls Taranaki. 
 
The EO will work closely with the Chairman and the members of the Board, the 
elected officers and selectors. Importantly, the EO will also manage the interface with 
the external commercial bodies, the news media and other major sports bodies in the 
Taranaki region. 
 
SPECIFIC RESPONSIBILITIES: 
 
Revenue development 
 
To develop existing and new revenue stream for Bowls Taranaki including: 
 Specific revenue responsibility for growing existing and new sponsorship 

relationships and opportunities. 
 Grow the level of tournament and championship activity, thereby increasing 

revenues. 
 Develop new revenue streams in other areas as deemed appropriate. 
 Ensure strong and successful relationships are formed with funding agencies. 

 
Representative team 
 
To provide all assistance, resources and information required with the objective of 
Bowls Taranaki being the top performing centre in all inter-centre and Bowls NZ 
events. 
 
Marketing 
 
Develop and manage any marketing plan for Bowls Taranaki including the following 
elements: 
 Promotions. 
 Media relations and communications program. 
 Public relations. 
 Web-site and social media. 
 Annual handbooks. 
 Annual report. 



 
Event management 
 
Support the Board and tournament committees to ensure the successful management 
of Bowls Taranaki championship and tournament events, Inter-centre and regional 
events, development and other internal programmes including: 
 Publicity. 
 Conditions of play. 
 Acceptance of entries. 
 Venue allocation and resources. 
 Completion of draws and charts. 
 Sponsorship. 
 Award and prize functions. 
 Liaison with participating centres and Bowls NZ concerning all inter-centre 

and regional event arrangements. 
 Liaison with affiliates of Bowls Taranaki, including the umpires, coaches, 

greenkeepers and youth bowls council, to ensure all events and programmes 
run to the required level. 

 
Compliance 
 
To ensure that Bowls Taranaki complies with all legal requirements in respect of its 
constitution, rules, policies, standing orders and operations, and that all obligations by 
the Bowls Taranaki Board are fulfilled. 
 
To recommend to the Bowls Taranaki Board any necessary amendments to the 
constitution, rules and policies of Bowls Taranaki and to ensure that these are 
understood and complied with by the clubs affiliated to Bowls Taranaki. 
 
Maintain all information systems, databases and records of Bowls Taranaki’s 
activities. 
 
Stakeholder relationships 
 
To maintain constructive, productive and efficient working relationships with the 
various stakeholders of Bowls Taranaki, including the development of appropriate 
communications strategies. These stakeholders include: 
 Members of the Board. 
 Officers. 
 Tournament committees. 
 Selectors. 
 Clubs affiliated to Bowls Taranaki. 
 Bowlers, including those affiliated to clubs affiliated to Bowls Taranaki and 

those who enter or are prospective players in Taranaki hosted events. 
 Bowls New Zealand. 
 Sponsors and other customers. 
 Suppliers. 
 Funding and grants organisations. 
 Officers and staff of other centres affiliated to Bowls NZ. 
 Sport Taranaki. 



 
Board and committee administration 
 
Manage the secretarial function for all general, Bowls Taranaki Board and tournament 
committee meetings. 
 
Fulfil all statutory duties of the Secretary of Bowls Taranaki. 
 
Financial and asset management 
 
To manage the revenue and expenditure of Bowls Taranaki with a particular focus on 
new revenue development and asset management, including: 
 Accounts payable and receivable. 
 Preparation of annual accounts. 
 Budget formulation and management. 
 Financial investments. Asset management. 
 Liaison with the financial statements reviewer. 
 IRD compliance, including PAYE and GST. 

 
CRITICAL SUCCESS FACTORS/KEY PERFORMANCE INDICATORS 
 

1. Achievement of specific targets from new revenue, funding and grants. 
2. Effective management of the relationships with key Bowls Taranaki 

stakeholders. 
3. Development and implementation of any marketing plans and related 

programmes. 
4. Management of any operational budget of Bowls Taranaki. 
5. Active participation and positive interaction with the Bowls Taranaki Board, 

tournament committees and affiliates. 
6. Assist with the development of strategic plans and growth. 
7. Growth in winter, youth and community bowls. 
8. Liaison with clubs to ensure best practice is encouraged to enable clubs and 

the game to reach its full potential in Taranaki. 
9. Support and high performance programme to facilitate the successful 

performance by representative teams and clubs in inter-centre and Bowls NZ 
activities. 

10. Build relations and where applicable, strategic initiatives, with major sports 
and community bodies in the Taranaki region. 

 
KEY INTERNAL INTERFACES: 
 
Chairman and the Board of Bowls Taranaki. 
Tournament committees and programme managers. 
Selectors. 
Bowling clubs affiliated to Bowls Taranaki, and members affiliated to those clubs. 
Affiliates to Bowls Taranaki (umpires, coaches, greenkeepers, youth bowls council). 
 
KEY EXTERNAL INTERFACES: 
 
Sponsors. 



Funding organisations. 
Bowls New Zealand. 
Media. 
Sport Taranaki. 
 
DIMENSIONS: 
 
Clubs: 21. 
Membership: approximately, 1,050 playing members. 
Bowls Taranaki asset base: $120,000. 


