Committee Roles and Responsibilities

These are the key positions that make up the Club Committee.  The Committee is responsible for the running of the club and key decision making.  To take on one of these positions you must be willing to commit to attend the monthly meetings and take an active role in the running of the club.  These positions carry voting rights as per the club constitution.

You may hold a General Committee Member position and fulfil one of the 'non-Committee' roles.

All positions will be filled at the AGM and are open for nominations.

	Chairperson
	

	Responsibility
	To provide vision for the club and plan for implementation, Chair committee meetings, have visual club presence as required, some responsibilities for finincial aspects (e.g. cheque signing, colleting money, paying in to bank, overview of bank balances/spend).  Ensure that other committee (& non-committee) members are fulfilling roles.  Assiting in organisation of major events (pre-blenheim, Blenheim etc).  Help support new projects including meeting and liaising with potential new venues, thanking venues and organisations.  Dealing with member complaints, emergency actions.  Assiting with designing club procedures.  Communication, asset management.  Responsibility for AGM etc



	Competencies / experience required
	Be organised, diplomatic and have good communication skills and also be confident in chairing meetings.  A good business understanding would be very useful.

	Commitment required
	Approximately 8-12 x 1 hour meetings per year, plus supporting the club if and when they hold any events.  


Vice-chair

The Vice-Chair is elected from within committee at the first meeting.

	Responsibility
	To support the Chair in the running of the club and to chair meetings if the Chair cannot attend

	Competencies / experience required
	Be organised, diplomatic and have good communication skills

	Commitment required
	Approximately 8-12 x 1 hour meetings per year, plus
providing support to the club at any events they organise


 

Lead Coach – please see seperate attachment for more details on this role.

	Responsibility
	To be responsible for coordinating the supply, delivery and structure of club coaching and be involved in organising facilities

	Competencies / experience required
	BTF coaching qualifications at Level 2 or above; other coaching qualifications; coaching experience

	Commitment required
	Approximately 8-12 x 1 hour meetings per year, plus about 3-6 hours per week coaching and preparation


 

 Secretary

	Responsibility
	To arrange club meetings (gather agenda items, circulate agenda), the club’s AGM, take minutes at
meetings and be responsible for administrative tasks, ensure minutes are typed up and circulated to committee in timely manner, and displayed on website as soon as possible.  Process clubs membership to CTT etc.

	Competencies / experience required
	Be methodical, organised and able to delegate tasks and make decisions

	Commitment required
	Approximately 8-12 x 1 hour meetings per year, plus be responsible for the distribution of minutes after each meeting


 

 Treasurer

	Responsibility
	To maintain accounts and present quarterly and year end accounts, allocate any funding that the club attains, including payment of expenses, cheque signing and bill payments. Deal with any other financial matters that arise. However, financial decisions are not just the responsibility of the Treasurer - major expenditure is discussed with the committee first.

	Competencies / experience required
	Be an honest, well-organised person who is able to keep clear records and prepared to make financial decisions on behalf of the committee

	Commitment required
	Approximately 8-12 x 1 hour meetings per year, plus responsibility for producing quarterly and annual accounts for the club


 

General Committee Member (8 positions available)

	Responsibility
	To assist in the running of the club. Specific responsibilities may include producing the club newsletter, club development, website assistance, helping at events, keeping records of club equipment.

	Competencies / experience required
	Commitment and enthusiasm to get involved with any tasks that are necessary

	Commitment required
	Approximately 8-12 x 1 hour meetings per year,  be part of the decision making process for direction of the club and taking on/assisting with projects as required.  Also time to complete specific tasks (e.g. newsletter - time required for writing and collating articles, arranging printing and mailing of the newsletter)
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