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Lostock AC Committee Member Roles and Responsibilities

President
Support the work of other committee members.

Chair Role
The chairperson is typically the most senior official role in a club and fulfils a range of duties dealing with overall management of club affairs.  The chairperson leads the club to achieve their vision, short term and long-term goals.  
Typical responsibilities:
· Provide leadership on all aspects of the club from training to competition, fundraising and social activities.  
· Strategic planning and key decision-making duties. 
· Form a team so that all the officer and committee positions are filled, taking in consideration skills, experience and diversity.  
· Delegating, leading and motivating club volunteers towards club goals/objectives. 
· Uphold the club constitution and terms of conditions of England Athletics affiliation.  
· Ensuring an understanding of the legal responsibilities of the club to which the Club complies. 
· Lead in the enforcement of the club’s code of conduct. 
· Assist the club to fulfil its responsibilities towards club welfare and safeguarding.  
· Taking responsibility for personal conflicts of interest and declaring, recording and managing these appropriately. 
· Chairing regular committee meetings and the Annual General Meetings (AGM). 
· Representing the club at local events. 
· Arranging handover or succession planning for the position 

Welfare Officer
Club Welfare Officers within your club ensures that members have a trained and trusted person to speak to about a concern either within the club or at times outside of Athletics. A Welfare Officer is the lead person who has the right skills and knowledge to manage any concern raised in an appropriate way that would not hamper any investigation and shares information accordingly.

Treasurer
To look after the finances of the club

Secretary
The primary role of the club secretary is to provide administrative support to the role of chairperson. Much of the hands-on administrative effort may be delegated to other club officers and volunteers, but responsibility for ensuring the overall, well-run club administration lies with the Secretary.  
Take minutes at AGM and committee meetings
Provide members with relevant club kit as required
Encourage new members


Secretary Support Role
Take supporting minutes at meetings. 
Answer email enquiries and questions coming through website from prospective new members. Encourage new members.

Captains – Road/Fell/Tri
With the help of the vice-captains,
Inform members of dates and details of club events and encourage participation in league events.
Ensure Lostock members are as competitive as possible, while still maintaining the ethos of having fun and representing the club.
Recognise individual and club achievements and make these known to all the club members.
Generally encourage and support everyone in the club with their running and to enter races. Offer advice when asked whilst ensuring we are never disrespectful to members
Maintain a motivating presence, in person (at training nights, events, socials etc.) and via social media (Facebook, email etc.).
Work collaboratively with Women’s captain & rest of committee.
To present club awards at annual prize-giving events.
Ensuring the values of the club are always adhered to whilst keeping it inclusive for all.

Encourage members to participate in multidisciplinary activities - both as a role model and making members aware of opportunities to take part. Regular cycling and swimming sessions are advertised on the members website and I support these as much as possible, offering advice and encouragement to members. The club put on a duathlon and mini triathlon each year to encourage members to try their hand at these events in a friendly and supportive environment. These events are designed to be as inclusive as possible so that club members can participate in any way they choose. I keep a record of events entered by club members and present the club trophies annually.

Liaise with the SELCC over dates and keep members updated on this. Support and encourage members taking part organise the pre entry collect and distribute the numbers and try to support new and old runners and pass on any tips which could be useful.

Main point of contact for club members (in relation to training, and competitions)
Meet new members and introduce them to the club.
Input into the club’s training sessions and to accommodate/assess capability and /or opportunity for any additional training sessions as appropriate.
Make regular announcements to keep the club members informed of any upcoming events, successes, and any other club announcements.
Coordinate and organise the club championships.
Remain up to date with coaching, leadership or other courses that may be of benefit to club members.
Report to the committee any issues, concerns or information that have been raised.

Provide a safe & inclusive environment with activities at the right level for the participants.
Encourage and maintain involvement in running and walking.
signpost runners to development opportunities.
Ensure good sportsmanship 
Be an individual centred leader

General Committee Members
To support and help the chairman and the committee.
To help with club events and social activities.
To assist with projects or events for the club.

Lostock 6 Race Director – Member of the Committee
To help organise the UKs greatest and No1 6mile road race!
Ensuring the safety and enjoyment of participants and volunteers, ensuring the club treasurer is comfortable with the fiscal return for club funds.
To advise the committee on matters when asked.

Social Secretary
The role of a Social Secretary is to organise well run, fun social events. Their role is important because socials allow members to get to know each other better, enjoy themselves more…and ultimately build greater commitment to your Club/Society.

Membership Secretary
The primary role of the membership secretary on the ordinary committee is to respond to all new member enquiries in a timely and efficient manner, ensuring that potential members are directed to the website and given all the information required to satisfy their requests. 
Update the EA website with our members details and payment.
The membership secretary will also encourage potential new members to attend their first three sessions to evaluate the Club Also responding to the potential new member regarding training session times, activities, and instilling confidence to enable a new member to participate without feeling intimidated in any way. 
The Membership Secretary will also accept new and renewing membership payments, keep accurate records and ensure that payments are paid directly into the bank in a timely and regular manner. 
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