Roles for Committee Members as per the Constitution
	ROLE
	TASKS
	PERSON

	PRESIDENT
VICE PRESIDENT
	1. Shall be Chairman at all committee meetings;
2. Shall represent the Club’s point of view in all dealings with outside bodies, eg. affiliates, media, government;
3. Shall represent the Club when present at tournaments and matches held under the auspices of the Club.
	JACOB
LENI

	TREASURER
	1. Shall receive, receipt and pay all monies on behalf of the Club:
2. Shall establish and maintain records of all financial transactions;
3. Shall prepare statements for presentation of a written monthly financial report at each ordinary meeting 
4. Shall prepare the end of year reports for auditing by 2 committee members before the AGM.
5. Shall present the Annual financial Statements at the AGM.
6. Shall establish and maintain a register of members
	FRANK

	SECRETARY
	1. Shall keep the minutes whenever present at committee or general meetings
2. Shall convene meetings whenever required under the constitution
3. Shall attend to the correspondence of the club.
	LYN


Other Roles
	HALL CO-ORDINATOR
	1. Open and close the hall
2. Check toilet lights are off, all doors are locked, all lights are turned off and alarm is set
3. Ensure backdrop is put up, storage door closed, rubbish removed and nothing left behind
4. Report any damage to hall or equipment especially safety issues
5. Be responsible for keys. Lock school gates on the way out.
	ROSTER

	CLUB CHAMPIONSHIPS
	1. Advertise date and times for championships
2. Prepare, collect, collate entry forms and organise the draw
3. Organise trophies
4. [bookmark: _GoBack]Prepare, collect and collate score sheets
5. Organise results for President to present trophies
	

	TUESDAY TEAMS
	1. Organise players into teams each week
2. Organise draw
3. Prepare, collect and collate score sheets
4. Organise presentation of trophies
	

	CLUB SHIRTS
	1. Organise final design and costings 
2. Organise pre-order system and payment
3. Collate orders and give banking to Treasurer
4. Order and distribute shirts on arrival
	Cal

	MEDIA
	1. Collect results from competitions/events and send in to The Advocate before cut-off times
2. Write press release for special events and send to The Advocate
3. Submit photos with written articles with names of people in the photos
4. Contact radio stations when events are coming up and organise interviews for promotions.
5. Create posters for distribution around town
6. Update yearly calendar every month with more details
	

	DUAL MEMBERSHIP
	1. Liaise with table tennis club about the possibility of a duel membership 
2. Liaise with NTBA re any issues
	



