
APPROVED LBNS JOB DESCRIPTIONS 
April 27, 2023, amended September 27, 2023 
 
PRESIDENT 
 Preside as chairperson over all LBNS Members’ meetings, Special Meetings, Board Meetings, and 

meetings of the Executive Committee.  
 Attend to those matters requiring the attention of the Executive members and within the powers 

and duties of the Board. 
  Oversee the general management of the Society and will have such other powers and duties as may 

from time to time be assigned to the President by the Board. 
 Empowered to act on urgent matters and collect a vote through email, phone or virtual methods 

without a meeting when President deems such a vote necessary. 
 Submit relevant reports to the LBNS Board one week in advance of Board meetings, three weeks in 

advance of Semi-Annual and Annual General meetings. 
 Act as the main contact for LBNS when dealing with Bowls Canada, Sport Nova Scotia, or other 

outside organizations, unless otherwise determined by LBNS Executive. 
 Attend and present LBNS views at Bowls Canada Boulingrin (BCB) Presidents’ Council meetings and 

report back to LBNS Board. 
 Act as spokesperson for LBNS unless President appoints another member to do so. 
 Responsible for establishing a committee to oversee the sport development tool and annual 

outcomes and reporting. 
 At end of term, hand over all files, documents, contacts, passwords and other materials used to 

fulfill duties of LBNS President, to the incoming President. 
 

VICE PRESIDENT 
 In the absence of the President, exercise the powers and duties of the President and perform all 

duties assigned by the President or by the Board.  
 Attend all LBNS meetings of the Members, Special Meetings, Board meetings and Executive 

Committee meetings. 
 Chair the Club Leadership Committee Meetings. 
 Submit relevant reports to the LBNS Board one week in advance of Board meetings, three weeks in 

advance of Semi-Annual and Annual General meetings. 
 At end of term, hand over all files, documents, contacts, passwords and other materials used to 

fulfill duties of LBNS Vice President, to the incoming Vice President. 
 
TREASURER 
 Administer the financial affairs of the Society including the supervision and preparation of accounts, 

the receipt and disbursement of monies, the preparation of financial statements for the Society and 
any other financial reports deemed necessary by the LBNS Board. 

 Perform such other duties as may from time to time be delegated to the Treasurer by the Board.   
 Attend all LBNS meetings of the Members, Special Meetings, Board meetings and Executive 

Committee Meetings. 
 Disburse funds and payment of bills in accordance with the approved annual budget, disbursement 

by cheque signed by two of the three LBNS signing officers. 
 Responsible for the collection of all membership fees and other monies due to LBNS. 



 Have the LBNS books audited or reviewed by an independent person. 
 Lead a discussion with the LBNS Board before preparing the annual operating budget with the 

finance committee, to ensure the Board has an opportunity to share input, suggestions, and/or 
recommendations pertaining to budgetary items.  

 Chair the Finance Committee to prepare the LBNS budget for approval at the Annual General 
Meeting. 

 Submit updated financial information at Board and Executive Meetings. 
 At end of term, hand over all accounting files, documents and records of LBNS to the incoming 

Treasurer. 
 

Finance Committee 
 The Finance Committee shall consist of the President and Treasurer of the Association, and 

three (3) representatives from the various clubs as selected by the Executive Officers. 
 The Finance Committee shall be responsible for preparing the operating budget to be 

presented and approved at the Annual General Meeting. 
 The Finance Committee shall be made aware and take into consideration budgetary input, 

suggestions and/or recommendations from the LBNS Board and/or Executive during 
preparation of the annual operating budget.  

 Once the proposed annual operating budget is prepared by the Finance Committee, it is to 
be presented to the LBNS Board for review before going to the LBNS Annual General 
Meeting for approval. 

 Any expenditure, over five hundred dollars ($500.00), that have not been approved in the 
current operating budget must be approved by the Finance Committee. 

 
Fundraising and Sponsorship Committee 
 Chaired by LBNS Treasurer. 
 Responsible for developing and facilitating fundraising opportunities for the LBNS 

Association. 
 
Membership/Sport NS Membership Reporting 
 Ensure all LBNS membership dues are remitted to LBNS. 
 Collect and maintain membership numbers and upload information to Sport Nova Scotia as 

required. 
 
SECRETARY 
 Attend all LBNS meetings of the Members, Special Meetings, Board meetings and Executive 

Committee meetings; record minutes of all meetings and distribute to the LBNS Board and Club 
Presidents and Secretaries within three weeks of each meeting. 

 Provide notices to Board/Executive and Members when so instructed.  
 Perform such other duties as may from time to time be delegated to the Secretary by the Board. 
 Be the custodian of the corporate records of the Society.  
 Responsible for the day-to-day recordkeeping of LBNS and the maintenance of those records, other 

than financial. 
 Manage all correspondence addressed to LBNS. 



 At end of term, hand over all files, documents, contacts, passwords and other materials used to 
fulfill duties of LBNS Secretary, to the incoming Secretary. 

 
PROVINCIAL MATCH  
 Inform Club Presidents and Secretaries the date of Provincial Match Meeting at least three weeks in 

advance. 
 Coordinate and chair the Provincial Match Meeting with club match representatives to set the 

tournament schedule by January 31, for approval at Semi-Annual Meeting.  
 Ensure approved tournament calendar is shared with LBNS Board and sub-committee chairs, and all 

Club Presidents and Secretaries for distribution to memberships. 
 Ensure Provincial Greens Chair visits host clubs one week ahead of provincial playdowns to ensure 

greens are in acceptable condition for provincial playdowns, Atlantic or Canadian Championships.    
o If concerns are identified, the Provincial Greens Chair, in coordination with the Provincial 

Match Chair, LBNS President, Host Club Match Chair or Club Greens Chair and Alternate 
Host Club Match Chair or Club Greens Chair, will immediately determine if an alternate host 
club will be used. 

o If a decision is made to use an alternate Host Club, communication should be shared in 
writing to the LBNS Board and all clubs through Club Match, Club Presidents, and Club 
Secretaries to ensure distribution to their memberships.  

 The draw for every provincial tournament must be finalized by the Tuesday leading up to the 
weekend tournament, and distributed to the Provincial Chief Umpire, all club secretaries and club 
match, to share with participants. It must also be shared with the Marketing and Public Relations 
Chair to post on the LBNS website and social media platforms. If this timeline can’t be met, the Chief 
Umpire, club secretaries and club match must be notified in order to inform participants of the delay 
and when to expect the draw to be finalized. 

 If concerns are identified leading up to (ie. draw, format), or during any Provincial Tournament, the 
host club will immediately notify LBNS’s Provincial Match Chair. If the Provincial Match Chair cannot 
resolve the issue, it should be directed to the Emergency Committee to be handled.   

 Attend all LBNS meetings of the Members, Special Meetings and Board meetings. 
 Submit relevant reports to the LBNS Board one week in advance of Board meetings, three weeks in 

advance of Semi-Annual and Annual General meetings. 
 At end of term, hand over all files, documents, contacts, passwords and other materials used to fulfill 

duties of LBNS Provincial Match, to the incoming Provincial Match Chair. 
 

Match Committee Roles and Responsibilities 
 The Provincial Match Committee to be made up of Provincial Match Chair and 1 match 

representative from each club.   
 Club representatives are responsible for determining what their club is interested in hosting and 

when, ahead of provincial match meeting, to ensure their clubs views are represented. 
 Establish a rotation schedule for clubs to host provincial tournaments, including Atlantic Bowls 
 Establish dates and locations for Provincial Playdowns first, followed by Atlantic Bowls playdowns, 

then club tournaments. 
 When possible, hold provincial playdowns for disciplines leading to the Canadian Championship 

events in the same season first; and disciplines playing a year ahead, later in the season. 



 
OFFICIATING COORDINATOR 
 Update list of active, certified umpires each season and provide to LBNS Board. 
 Coordinate training opportunities or recertification for umpires every two years. 
 Ensure approved tournament calendar is received from Provincial Match Chair and coordinate 

schedule for umpires to ensure officials for each provincial tournament. 
 Attend all LBNS meetings of the Members, Special Meetings and Board meetings. 
 Submit proposed budget to LBNS Treasurer two weeks before finance committee meeting. 
 Submit relevant report to the LBNS Board one week in advance of Board meetings, three weeks in 

advance of Semi-Annual and Annual General meetings.   
 At end of term, hand over all files, documents, contacts, passwords and other materials used to 

fulfill duties of LBNS Officiating Chair, to the incoming Officiating Chair. 
 
JUNIOR/YOUTH DEVELOPMENT 
 Promote a safe, inclusive and fun atmosphere for youth interested in trying the game of bowls. 
 Look for opportunities to promote the game of bowls and attract Junior athletes to the sport. 
 Maintain an up-to-date list of junior/youth members and submit to the LBNS Board. 
 Ensure approved tournament calendar is received from Provincial Match Chair. 
 Ensure junior bowlers are aware of opportunities for league play or tournament play. 
 Submit proposed budget to LBNS Treasurer two weeks before of finance committee meeting.  
 Attend all LBNS meetings of the Members, Special Meetings and Board meetings. 
 Submit relevant report to the LBNS Board one week in advance of Board meetings, three weeks in 

advance of Semi-Annual and Annual General meetings.   
 At end of term, hand over all files, documents, contacts, passwords and other materials used to 

fulfill duties of LBNS Junior Development, to the incoming Junior Development Chair. 
 
COACHING COORDINATOR 
 Maintain an adequate coaching pool, by encouraging, recruiting, and providing training 

opportunities to develop new coaches, with consideration given every two years. 
 Work with club coaches/coordinators, at their request, to provide support and advice and to 

coordinate coaching program activities and training workshops.  
 Communicate to all coaches the importance of the principles of the Responsible Coaching 

Movement and LBNS requirements for coaches related to Safe Sport (Criminal Record Check, 
Vulnerable Sector Search, Respect in Sport training and any other requirements as determined by 
the LBNS Board). 

 Develop a plan for training opportunities for coach certification under National Coaching 
Certification Program (NCCP) and present it for approval by the LBNS Board before LBNS budget is 
prepared. 

 Ensure prospective coaches are aware of training requirements or recertification opportunities. 
 Maintain an up-to-date list of coaches, by certification and submit to the LBNS Board. 
 Ensure a list of trained and certified coaches is posted on the LBNS website. 
 Submit names of possible coaches to accompany provincial team/representatives to Canadian 

Championship events to LBNS President for consideration.  



o The LBNS President, Coaching Coordinator, Junior/Youth Development Director (if 
applicable) and Provincial Liaison shall oversee selection process, as determined by LBNS.  

 Submit proposed budget to LBNS Treasurer two weeks before finance committee meeting.  
 Attend all LBNS meetings of the Members, Special Meetings and Board meetings. 
 Submit relevant reports to the LBNS Board one week in advance of Board meetings, three weeks in 

advance of Semi-Annual and Annual General meetings.   
 At end of term, hand over all files, documents, contacts, passwords and other materials used to 

fulfill duties of LBNS Coaching Coordinator, to the incoming Coaching Coordinator. 
 
PROVINCIAL COACH  

 The Provincial Coach must be a bowler with competition experience and at minimum Bowls 
Competition Coach Trained.  

 The Provincial Coach must be available to bowlers throughout the active season, considering 
performance planning for annual development and training calendar for athletes in need. 

 Motivate and provide support to bowlers aspiring to compete at, or already qualified to compete at, 
Canadian championships. 

 Focus on improving the performance and skills of athletes by conducting training sessions, 
coordinating practice drills and providing guidance, while monitoring player performance and 
encouraging trainees to reach full potential. 

 Lead the development and delivery of the Bowls Academy. 
 Support clubs’ Coaching Coordinators, if requested, with preparing a schedule of practice sessions. 
 Support the Junior/Youth Development Director in efforts to attract Junior athletes to the sport. 
 
MARKETING & PUBLIC RELATIONS 
 Responsible for promoting Lawn Bowls Nova Scotia including all clubs, events and athletes. 
 Oversee the content shared on the LBNS website and social channels. 
 Ensure all LBNS policies, procedures and approved tournament calendars are posted on LBNS 

website. 
 Coordinate with Provincial and Club Match to ensure provincial and club events, tournaments 

(pictures and results) are shared on LBNS website and social channels in a timely manner. 
 Coordinate with President and Provincial Liaison for opportunities to promote provincial team and 

athletes. 
 Submit proposed budget to LBNS Treasurer two weeks before finance committee meeting.  
 Attend all LBNS meetings of the Members, Special Meetings and Board meetings. 
 Submit relevant report to the LBNS Board one week in advance of Board meetings, three weeks in 

advance of Semi-Annual and Annual General meetings.   
 At end of term, hand over all files, documents, contacts, passwords and other materials used to 

fulfill duties of LBNS Marketing & Public Relations Chair, to the incoming Marketing & Public 
Relations Chair. 

 
PAST PRESIDENT 
 Hand over all files, documents, contacts, passwords and other materials used to fulfill duties of LBNS 

President, to the incoming President. 



 Coordinate a meeting with the incoming LBNS President & Executive to discuss transition, to ensure 
any outstanding action items, items in progress, items requiring follow up, to ensure a smooth 
transition. 

 Act as an advisor to the President, if consulted. 
 May attend all LBNS meetings of the Members, Special Meetings and Board meetings as a non-

voting member. 
 1 year term 
 
PROVINCIAL LIAISON 
 Reports to LBNS President, keeping President informed of any and all activities relating to provincial 

team/representatives attending Canadian Championships.  
 Ensure approved tournament calendar is received from Provincial Match Chair 
 Maintain a log of provincial winners and their contact information each season. 
 Communicate relevant information from Bowls Canada Boulingrin (BCB) and/or from LBNS 

President, to provincial representatives leading up to Canadian Championship events. 
 Keep inventory of provincial shirts and jackets and ensure provincial representatives have necessary 

attire ahead of Canadian Championship events. 
 Submit relevant report to the LBNS Board, through the President, one week in advance of Board 

meetings, three weeks in advance of Semi Annual and Annual meetings. 
 At end of term, shall hand over all files, documents, contacts, passwords and other materials used to 

fulfill duties of Committee Chair, to the incoming Liaison. 
 May attend all LBNS meetings of the Members, Special Meetings and Board as a non-voting 

member. 
 
GREENS 
 Report to the Provincial Match Chair. 
 Ensure approved tournament calendar is received from Provincial Match Chair. 
 Provincial Greens Chair is responsible for visiting host clubs one week ahead of provincial playdowns 

to ensure greens are in acceptable condition for provincial playdowns, Atlantic or Canadian 
Championships.    

o If concerns are identified they should be reported to the Provincial Match and the Match 
Chair, along with the LBNS President, Host Club Match or Club Greens Chair, Alternate Host 
Club Match or Club Greens Chair will immediately determine if the alternate host club will 
be used. 

o If a decision is made to use alternate Host Club, communication should be shared in writing 
to all clubs through LBNS President to Club Match and Club Presidents and Club Secretaries 
to ensure distribution to their memberships.  

 Submit relevant report to the LBNS Board, through Provincial Match, one week in advance of Board 
meetings, three weeks in advance of Semi Annual and Annual meetings.  Year end report should 
include condition of all greens/artificial turf and any recommended maintenance that should be 
raised with club greens keepers and/or municipalities. 

 At end of term, hand over all files, documents, contacts, passwords and other materials used to 
fulfill duties of LBNS Greens Chair, to the incoming Greens Chair. 



 May attend all LBNS meetings of the Members, Special Meetings and Board as a non-voting 
member. 

 
TROPHIES 
 Trophies Chair, reporting to the Provincial Match Chair, is responsible for ensuring up to date 

inventory for provincial blue bars (stock for current season and minimum of one year ahead); and 
ensuring provincial trophies have up to date engraving each season. 

 Ensure provincial blue bars and trophies are at host venues ahead of each provincial playdown. 
 Confirm provincial winners with Provincial Liaison for their records and ensure engraving of 

provincial trophies is kept up to date following each season/before the start of the next season. 
 Submit all invoices to the LBNS Treasurer in a timely manner. 
 Submit proposed budget to Treasurer two weeks before finance committee meeting.  
 Submit relevant report to the LBNS Board, through Provincial Match, one week in advance of Board 

meetings, three weeks in advance of Semi Annual and Annual meetings.   
 At end of term, hand over all files, documents, contacts, passwords and other materials used to 

fulfill duties of LBNS Trophies Chair, to the incoming Trophies Chair. 
 May attend all LBNS meetings of the Members, Special Meetings and Board as a non-voting 

member. 
 
Club Leadership Committee (CLC) Roles and Responsibilities 
 Chaired by LBNS Vice President. 
 Comprised of two members of each club executive committee, and any other relevant members 

with expertise based on agenda items. 
 Meet as required based on items to be considered or addressed.  These items may be identified by 

the LBNS Executive or Board; or initiated by a club(s). 
 Operate under the committee’s established Terms of Reference, as determined by CLC and 

approved by LBNS Board. 
 Submit relevant reports to the LBNS Board, through Vice President, one week in advance of Board 

meetings, three weeks in advance of Semi Annual and Annual meetings.  Year end report should 
outline achievements throughout season, as well as outstanding action items or items in progress. 

 At end of term, LBNS Vice President (Committee Chair) shall hand over all files, documents, contacts, 
passwords and other materials used to fulfill duties of Committee Chair, to the incoming Committee 
Chair. 


