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Chair

1. Responsible for the overall running of the club, providing leadership and direction.

2. Chair the committee and general meetings of the club. Ensure that business is carried out in accordance with decisions. Employ a casting vote should this be necessary.

3. Overall responsibility for the club's strategic documents including an annual business plan, ensuring that it contains appropriate objectives and that these are regularly reviewed.

4. Co-ordinate everything relating to the club’s volunteers, including recruitment, training and feedback

Club Captain
1. Act as the representative of the wider membership on the committee. 

2. Oversee the activities of the club's Head Coach.
3. Oversee teams/squads.

4. Schedule and run the club's competitions, resolving any disputes.

5. Develop competitive opportunities for all at the club appropriate to their standard/ambition.

6. Ensure all match fees are paid.
Secretary
1. Call all club meetings and prepare agendas. Record minutes and circulate as appropriate.

2. Lead responsibility for maintaining Tennismark compliance, including maintainance of key club records and policies (e.g. the Child Protection Policy).

3. Initial responsibility for liaison with external stakeholders (with Chair)

4. Ensure that club affiliation/registration documents are accurate and up to date.

5. Secure the club's allocation of Wimbledon tickets and make arrangements for its distribution.

Treasurer
1. Manage bank accounts in the name of the club.

2. Keep full written records of all financial matters.

3. Collect subscriptions and other monies due.

4. Pay bills.

5. Assist the auditor in any reasonable way requested.

6. Produce a full annual year-end accounts for audit and for presentation to the AGM.

7. Prepare and maintain financial forecasts, advising the Committee on financial issues.
8. Manage and organise systems and controls in relation to cash handling, expenses and other financial matters.

Bar Secretary

1. Run the bar. Manage stock levels and pricing.

2. Organise the bar rota.

3. Distribute bar keys.

4. Oversee clubhouse bookings.

Membership Secretary
1. Central contact point for enquiries from prospective members.

2. Ensure new members are welcomed and provided with a key and relevant introductions.

3. Maintain a full up-to-date membership list including adults and juniors.
4. Report to the Committee on all new adult members and the progress of their integration into the club.

5. Jointly with the Social Secretary, co-ordinate all aspects of the club’s communications, including the website, newsletter/emails and social media presence.

Property Manager

1. Arrange the maintenance of the club's grounds, courts and clubhouse. 

2. Advise on required works and where appropriate obtain a range of quotations.

3. Oversee contractors as necessary.

4. Ensure that the club meets all aspects of Health & Safety legislation.
5. Act as a contact point for members to report issues arising with the premises.
6. Advise the committee on property-related aspects of its strategic planning.

Social Secretary

1. Bring members together to develop and enhance relationships.
2. Co-ordinate a programme of varied programme of social events across the year, aiming for at least one event per month.
3. Encourage and recruit others to organise and run individual events.
4. Ensure that in 2015 there are sufficient set-piece events to mark the opening of the clubhouse in appropriate style.
5. Jointly with the Membership Secretary, co-ordinate all aspects of the club’s communications, including the website, newsletter/emails and social media presence.

__________________________________________________________________________________________

Men's/Ladies' Captains (not Committee posts)
1. Responsibility for team squads.

2. With the Club Captain, ensure fair handicapping and seeding in internal tournaments

3. Ensure that the teams fulfil their match obligations, providing support and guidance to team captains as necessary.

4. Assist the Club Captain as requested.
Committee & Officer Roles & Responsibilities









