
 

 

 

 

 

 

Committee Roles and responsibilities 

President: 

 Assume overall responsibility for the efficient and effective running of the club. 

 Organise and attend monthly Committee meetings 

 Prepare agenda items for monthly General meeting. 

 Ensure venue is set up for the monthly General meeting. 

 Act as a co-signatory for all cheques written on behalf of the club. 

 Liaise with the treasurer, the sourcing of prices and items to be sold as club merchandise. 

 Act as arbitrator and make the final decision in dispute resolution on club matters. 

 Liaise with local council and the community regarding matters pertaining to meeting venue 

hire. 

 Prepare a presidents report for inclusion to the clubs newsletter. 

 Obtain information and pricing on public liability and other insurance needs as required by 

the club and submit to the committee for consideration. 

 Prepare and organise AGM 

Vice President: 

 Assist the president in the overall running and overseeing of the club. 

 Perform the role of President as required. 

 Attend General and Committee meetings on a regular basis. 

 Organise and run the monthly meeting raffle. 

 Prepare a Vice Presidents report for the inclusions to the clubs newsletter. 

 Carry out other duties as directed by the president. 

 

 

 

 

 



Secretary: 

 Record the minutes of the Committee and monthly meetings. 

 At the general meeting read and have accepted the previous General meeting minutes. 

 Record all incoming correspondence and respond if required. 

 Read and make available all correspondence received during the preceding month 

 Disseminate information obtained from incoming correspondence to relevant committee 

members. 

 Attend General and Committee meetings on a regular basis. 

 Prepare a Secretary’s Report for inclusion to the clubs newsletter. 

 Carry out any other duties as directed by the President. 

Administration Officer: 

 Maintain a register of all current financial members. (Name, email phone etc). 

 Provide membership information to the editor for inclusion in the clubs newsletter. 

 Maintain a register of points as supplied by the runs co-ordinator as well as points from club 

meetings. For submission to the editor for inclusion into the clubs newsletter. 

 Make available on request, member contact information to committee members. 

 Mail out and distribute club newsletters to sponsors and members. 

 Attend monthly General and Committee meetings on a regular basis. 

 Prepare an admin officers report for inclusion to the club  newsletter. 

 Carry out other duties as directed by the President. 

Treasurer: 

 Ensure payment of all club related costs in a timely and efficient manner. 

 Act as a co-signatory on all cheques written on behalf of the club. 

 Receive and record all incoming and outgoing monies to the club. 

 Bank all incoming monies as soon as possible upon receipt. 

 Prepare and present a quarterly review of all accountable books to the committee. 

 Assist the president on obtaining information and pricing on public liability and other 

insurance needs as required by the club. 

 Manage the Storage, Supply, Accounting and sale of all club merchandise. 

 Liaise with the president in sourcing of prices and items to be sold as club merchandise. 

 Issue membership cards and replacements to all new and renewing members. 

 Attend Monthly and committee meetings on a regular basis. 

 Prepare a treasurers report for inclusion into the clubs newsletter. 

 Prepare a financial report for presentation at each General meeting. 

 Purchase of stationary, consumables and supper requirements of the club. 

 Carry out any other duties as directed by the president. 

 

 



Editor: 

 Produce the clubs bi monthly newsletter ensuring it is completed and ready for distribution 

by the required time. 

 Gather edit and prepare submissions for inclusions for the clubs newsletter. 

 Encourage member contributions for the newsletter. 

 In the absence of member contributions, gather information and write articles for the 

newsletter. 

 Develop themes and storylines for continuing issues. 

 Ensure responsibility for the final layout and content of the newsletter. 

 Attend monthly and committee meetings on a regular basis. 

 Prepare editors submission for inclusion to the clubs newsletter. 

 Personally present to the committee and members at the monthly meeting a statement of 

current activities and developments in relation to the progress of as well as any 

requirements for the next newsletter. 

 Carry out any other duties as directed by the president. 

Growth and retention / PR: 

 Actively promote the club and encourage new membership. 

 Provide information on the clubs activities to other clubs, forums etc to promote the general 

profile of the club. 

 Supply and distribution of membership forms and promo material. 

 Process join enquiries in a timely manner. 

 Liaise with members and provide feedback on prospective memberships at committee 

meetings. 

 Inform media, other clubs etc. of upcoming STC runs/events. 

 Attend monthly and committee meetings on a regular basis. 

 Prepare a report for inclusion into the clubs newsletter. 

 Carry out any other duties as directed by the president. 

 

 

 

 

 

 

 



Runs and functions 1 and 2: 

 Plan and prepare 12 months in advance (Jan-Dec) a varied and flexible calendar of events 

and activities which suits the general interests and desires of the club members.              

Note: the published programme is fixed for the period specified above and can’t be 

changed, altered or amended by a new or incoming committee unless put to the members 

at a monthly meeting and voted in favour of. 

 Advise members of fourth coming events at the monthly meeting and for inclusion in to the 

clubs newsletter. 

 Gather info on and advise members of fourth coming car shows, swap meets etc. or any 

event which may be of interest to the members. 

 Investigate or orgainise any special events as requested by the committee or by concensus 

of the members. 

 To ensure where possible the planned events or activities are suitable for the various types 

of vehicles taking into account road and weather conditions, distance and fuel availability. 

 Appoint a designated run leader for each run ensuring that the person is aware of the 

planned route and activities. 

 Provide information to the participants of the planned route and activities. 

 Record event attendance as well as allocation and recording of points and present the info 

to the secretary. 

 Ensure there is a run review for inclusion to the next club newsletter and website. 

 Prepare a Runs report for inclusion to the clubs newsletter 

 Attend events on a regular basis or whenever possible 

 Attend monthly and committee meetings on a regular basis. 

 Carry out any other duties as instructed by the president. 

Webmaster: 

 Develop the hosting site and registry for the clubs website 

 Write articles for, maintain, edit and co-ordinate the clubs website on a regular basis. 

 Update the website to maintain accuracy of the information. 

 Disseminate relevant info gathered from the website the the appropriate committee 

members. 

 Prepare a report for inclusion to the clubs newsletter. 

 Provide stats to the committee as required 

 Prepare a report for the monthly meeting 

 Carry out any other duties as required by the President. 

 

 


