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Club and Society Officer Roles and Responsibilities

Committee Responsibilities

As a committee you are responsible for co-ordinating and overseeing the day to day running of your Club or Society. This includes making decisions, organising activities, ensuring that you function within Union guidelines as well as planning to ensure you meet your aims & objectives and enable your activity to continue its success in years to come.

Committee Members Roles

The role & responsibilities that you take on within your committee will depend on how you want to work together as a group. The following committee roles are a general guideline to what each person should be doing, however in reality some of the responsibilities increase, overlap or are not relevant at all. 

It is however recommended that as a committee you agree your roles & responsibilities prior to embarking on your term in office together.

It is compulsory for each club or society to consist of at least three officers, elected by the members of the activity. Not all roles should be part of a committee, and you can create own role descriptions providing they are approved at AGM before an election. If not all of these roles and filled, then the responsibilities that apply to your activity should be taken up by another member. 
Chairperson/ President
‘The Chairperson has overall responsibility for representing, supporting and encouraging the Committee and the membership at all levels. This includes:’

· Providing direction and leadership for the activity’s development
· Co-ordinating and delegating tasks appropriately to other Committee Members 

· Chairing all Committee Meetings and (A)GM’s, 

· Understanding and upholding the activity’s responsibilities within the Union’s Constitution, policies and regulations

· Encouraging teamwork & providing support to Committee Members

· Representing the activity & its members during disciplinary procedures
· Communicating relevant information to the Committee and the membership

· Ensuring the activity is conducted safely and all relevant safety procedures are adhered to
· Ensure all Officers and members conform to the Officers Code of conduct
Secretary

‘The Secretary is responsible for recording and communicating to the membership and the Students’ Union Student Activities Department all information relevant to their Club or Society. This includes:’

· Organising room bookings for meetings or activities via the Student Activities Department
· Publicising in advance the arrangements for activities, events and meetings (Date, time, place, etc)
· Recording and making available minutes taken at meetings.

· Organising and maintaining the activity’s records, paperwork and email address and mail box bolder
· Ensuring that all Trips are registered according to all Union procedures as and when appropriate. 
· Checking that all participants have signed up and paid as official members, prior to being involved in an activity or event

· Promoting/Publicising the activity via publications and events such as the club and society Fayre and City Offline, or other Union publications. 
· Communicating with external organisations ensuring that the activity and the Union are represented in a professional manner

Treasurer

‘The Treasurer is responsible for planning, co-ordinating and monitoring the financial activities of their Club or Society. This includes:’

· Being familiar with and ensuring that the committee adhere to the Student Activities Finance Policy at all times 

· Liaising with other committee members to prepare an application for funding from and re- affiliation to the Union, or applying for any other funds available. 
· Ensuring that all monies collected from members or other parties are paid into the Union following the correct procedures.

· Ensuring that the Club or Society accounts remain in credit and within budget at all times
· Completing the correct forms to obtain quotes or place orders for items/services to be purchased.

· Ensuring that all expenditure is authorised by the correct signatories from the committee and Student Activities
· Attending sponsorship review meetings with the Student Activities Department or preparing a financial report if requested to do so.
Social Secretary

‘The Social Secretary is responsible for co-ordinating and organising social activities, with the aim of creating a friendly atmosphere, in order to maintain involvement and attract new members. This includes:’

· Organising social events, such as dinners, end of year celebrations and tours.

· Designing and arranging suitable publicity for activities/events, according to Union policies
· Ensuring that arrangements are communicated to the membership and where applicable other students who may wish to attend

· Arranging a suitable venue ensuring that safety considerations are paramount.

· Following the relevant safety procedures for off-campus excursions. 

· Liaising with the Treasurer regarding expenditure/profit and ensuring that money is paid into the club or society account

· Ensuring new members are made to feel welcomed and involved 

Kit/Equipment Secretary
 ‘The Equipment Officer is responsible for kit, equipment and other resources used by the activity ensuring that they are available and in good working order. This includes:’

· Being familiar with and ensuring that the committee adhere to the Student Activities Kit & Equipment Procedure at all times.  

· Compiling or updating an inventory (usually once per year) 

· Maintaining systems to monitor the condition and whereabouts of kit/equipment (i.e. in/out log, fines for misuse, safety checks/log etc.)  

· Reporting lost or stolen items, completing insurance claim forms and arranging for replacements, where possible

· Monitoring the contents of 1st aid kits to ensure that they are fully stocked at all times

· Supplying information about kit/equipment for the purpose of the Union Funding submission  

· Ordering of kit/equipment in collaboration with the Treasurer

· Liaising with the Student Activities Department regarding suitable storage of equipment

Club or Team Captain
‘The club captain is responsible for co-ordinating and organising the running of a sports club/team, in collaboration with the Chairperson and other Committee members. This includes:’

· Representing the views and issues of the club to the Student Activities Department, Student Activities Council, the CULSA committee or external organisations

· Liaising with club coaches to ensure that training arrangements are communicated and that coaching is delivered to a sufficient standard

· Co-ordinating trials and training sessions and advertising them to the membership

· Co-ordinating team selection

· Increasing revenue for the club through sponsorship, fundraisers etc.

· Liaising with the student activities co-ordinator re: fixture arrangements
· Ensuring the activity is conducted safely and all relevant safety procedures are adhered to
Fixtures/tournaments Secretary

‘The Fixtures Secretary is responsible for co-ordinating the arrangements of any non BUCS/SESSA league or friendly fixtures/tournaments and being the main point of contact for these events. This includes:

’
· Liaising with referees/umpires about the arrangements for the fixture

· Confirming match arrangements with the opposition 
· Requesting or booking the appropriate transport or facility

· Following the relevant safety procedures for off-campus excursions

· Communicating fixture arrangements to other club/society/team members

· Submitting results, team sheets and passenger lists to the Student Activities Department 
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