
CLUB OFFICERS: ROLES & RESPONSIBILITIES 

All members of the Club Committee are expected to attend the meetings that are held every 6 weeks or so, 

as well as take on actions and responsibilities for the roles they have volunteered to do. 

Honorary Positions (5) 

 Club Secretary 

 Take minutes at committee meetings, AGMs & SGMs. 

 Issue draft minutes to committee for review and comment. 

 Issue final minutes to general membership. 

 
Chair 

 Draft agenda for committee meetings, SGM and AGM. 

 Facilitate the committee meeting and AGM and ensure efficient running of those meetings plus be objective 
in all decision making. 

 Proof read minutes from committee and AGM meetings before issuing to committee for final review. 

 Uphold the spirit of the club and ensure committee and club members act accordingly in line with the 
constitution. 

 To act as a spokesperson for the club as required. 

 Assist with presenting of the club awards at the annual prize giving. 

Treasurer 

 Record all payments and receipts 

 Analyze all income and expenditure 

 Reconcile bank account 

 Produce year end accounts for the AGM 

 Report to membership on year’s finances 

 Pay all bills and expenses in a timely manner 

 Make available cash floats and club subsidies when necessary 

 Reconcile club race accounts 

 Manage bank accounts online 

 Maintain all records in order for year-end audit 

Club Coach  

 Plan the Summer and Winter training plans, with coaching support team 

 Develop their coaching skills and roles within club. 

  Book the school track for summer program. 

  Ensure all plans are inclusive, ability appropriate and enjoyable for all. Keep progression of technique, 
ABC's and fundamental skills as an integral part of our training. 

  Use Coach Support team effectively, to offer progression in our members running development. 

  Keep up to date with UKA regulations and development. 

  Develop coaching - UCOACH modules . 

  To develop sports centre/gym injury rehab and/or prevention sessions. 

  To be the point of contact & organiser for Cross Country - will help shape the winter plan and specific 
training. 

 Updating the website with training program 

Membership Secretary 

 Respond to requests for information from potential members 

 Set up new members on England Athletics site 

 Assist potential members wanting to transfer to/from LRR by providing documentation to support the transfer 

 Send ‘welcome’ email to new members 

 Maintain membership data 

 Bank new members’ subscriptions/EAA fees/kit monies and report to Treasurer 

 Update the Committee regularly with membership numbers and members’ contact details 

 Initiate EAA payments promptly for new members to enable them to claim subsidized race entries 

 Issue renewal notices to members at year end and chase non-payers 

 Initiate payment of annual subs to EAA at year end 

 Facilitate payment of affiliation fees to UKA/SEAA/HAA etc. 

 Apply for club entries to the London Marathon  



 
 

Ordinary Members (x7) 

 Actively participate in committee discussions and activities. 

 Participate and/or lead in Working Parties to deliver actions outside of the committee meetings. 

 Support other members of the committee in their roles where required. 

Roles and tasks to be distributed as required  

 

Communications Officer 

 Solicit contributions for website from committee members,  and club members 

 Advertise events relevant to the members 

 Summarize social media activity for non-users 

 

Web Admin  

Overarching: To ensure that the website supports the overall goals of the club and individual committee 
members in fulfilling their roles.  
 

 Maintain the structure of the website so that members and applicants can easily find information about the 
club and its activities 

 Act as a Help Desk for users of the website and respond to questions and feedback about it 

 Identify and train committee and club members to maintain content on specific areas of the website so that it 
is current and accurate 

 Update information on the website where the content owner is not able to do so themselves 

  Maintain a register of access rights for updating the website and ensure this has committee approval 

 Ensure that the club complies with data protection legislation regarding personal information held on the 
website 

 
Kit Officer 

 Order and maintain and initiate payment for supplies of kit and make kit readily available to 

members. 
 

Welfare officer 

 Ensuring that vulnerable people who use our club are not abused and that working practices 
minimise the risk of such abuse. 

 
 
Child Protection officer 

 Safeguard and promote the welfare of children within the framework of the Children Act 1989 and 
2004. 

 

Tasks 

 
Receive and process general club correspondence, replying/forwarding emails 
 
Be the point of contact for club and liaise with prospective members on their first visit/contact. 
 
Facebook page screening the member requests we get and answering questions.  
 
ERCAS annual registration  
 
Ensure licenses and domain name registration are renewed in a timely manner to avoid loss of service 
 
Top of the Wolds 10k Challenge  
 

Check DBS status. 
 
Press release of race results and club activities 
 

 
 



  

 


