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Existing Club Officer Role Outlines 

These roles are those that are named in the constitution, and these role outlines have been generated after 
consultation with the post-holders in 2011-2012, as circulated before the last AGM, and in line with Sport England 
Clubmark guidelines. Those roles that are starred are also club management roles (known as the Club Committee), 
as detailed in the constitution, and these are the people who attend the club committee meetings. 

CHAIRPERSON* (current post-holder: David Shipman) 
 Maintain, oversee and develop the club culture/ethos/approach 

 Support the efficient running of the club 

 Chairing regular committee and annual general meetings 

 Helping others understand their roles and responsibilities 

 Communicating with various members within the club 

 Liaise with club members and officials to ensure the smooth running of the club. 

 Make announcements/presentations at club events 

 Representing the club at local and regional events 

 Assist the club to fulfill its responsibilities to safeguard children at club level 

 Ensuring an understanding of the legal responsibilities of the club to which the Club complies 

 Welcome and encourage new members/ visitors to the club 

SECRETARY* (current post-holder: Jacquie Robson) 
 Act as the first point of contact for general club enquiries 

 Organise and attend Annual General Meetings and Committee Meetings 

 Take and distribute minutes from AGM and Committee meetings 

 Delegate tasks to appropriate club members 

 Deal with all correspondence  

 Keep up-to-date with England Athletics’ policies and their rules regarding clubs, races and individual runners 

 Ensure insurance is up to date and relevant 

 Maintain up to date records and reference files 

 Receive and pass on communications to members regarding races, training and coaching courses 

 Act as liaison point between club partners such as the Tony Blair Sports Foundation and similar 

 Bring in funding to the club for club initiatives and coaching bursaries  

 Organise representation of the club at the County Durham Athletics Network 

 Assist club members in accessing coach education courses 

 Organise club London Marathon place allocations and appropriate club block entries (usually reserved to 
those where club members gain an added benefit by using a block entry e.g. a large discount on race entry 
fee or priority entry) 

 Assist other club officials in carrying out their roles, where appropriate 

 Liaise with MC regarding facility hire 

 Attend to England Athletics affiliations  

 Coordinate annual membership renewals 

 Attend to new club memberships 

TREASURER* (current post-holder: Stef Barlow) 
 Attend Club Committee meetings 

 Manage the Club’s income and expenditure  

 Produce an end of year financial report 

 Attend club committee meetings 

 Regularly reporting back to the club committee on all financial matters 

 Efficient payment of invoices and bills 

 Propose amendments to annual and weekly subscriptions as appropriate 

 Ensure that cash and cheques that the club receives are appropriately deposited 
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 Keep up to date financial records 

CLUB CAPTAIN – MEN* (current post-holder: Alister Robson) 
 Attend Club Committee meetings 

 Encourage and support members in their running  

 Help new members to integrate socially and within groups 

 Encourage members to contribute race reports and articles to the club website, and take the lead in doing 
so. 

 Encourage members in supporting the club, and take the lead in doing so. 

 Assist with organising club events and attending them. 

 Co-ordinate, with the Ladies’ Club Captain, the weekly Wednesday and Monday sessions so that every 
runner has a group of similar ability to run with. 

 Co-ordinate, with the Ladies’ Club Captain, the production of a ‘round up’ of the previous week’s events. This 
should include results or notable achievements by members, and highlight forthcoming events. (This is 
usually backed up by an e-mail with details). 

CLUB CAPTAIN – LADIES* (current post-holder: Sue Jennings) 
 Attend Club Committee meetings 

 Encourage and support members in their running  

 Help new members to integrate socially and within groups 

 Encourage members to contribute race reports and articles to the club website, and take the lead in doing 
so. 

 Encourage members in supporting the club, and take the lead in doing so. 

 Assist with organising club events and attending them. 

 Co-ordinate, with the Mens’ Club Captain, the weekly Wednesday and Monday sessions so that every runner 
has a group of similar ability to run with. 

 Co-ordinate, with the Mens’ Club Captain, the production of a ‘round up’ of the previous week’s events. This 
should include results or notable achievements by members, and highlight forthcoming events. (This is 
usually backed up by an e-mail with details). 

WEB OFFICER* (current post-holder: Shaun Roberts, assisted by Dougie Nisbet) 
 Attend Club Committee meetings 

 Create and maintain the club website content 

 Maintain a useable website structure 

 Copy-edit submitted reports and articles 

 Make editorial decisions 

 Work promptly to ensure website is kept up to date 

 Use HTML, CSS, PHP and FTP competently 

 Ensure an attractive design of the club website 

 Keep up-to-date with current web standards and related legal issues 

 Oversee the club use of web forms for data capture 

CROSS COUNTRY CAPTAIN – MEN (current post-holder: Geoff Davis) 
 Promote and encourage Cross Country (XC) participation within the club 

 Organise the Mens’ Harrier League team (including dealing with the organisers, registering etc)  

 Organise and promoting other XC events such as the Northern Championships, Nationals, NE Vets etc.  

 Organise pre-season training events for cross country 

 Ensure all members are informed of training arrangements 

 Inform club participants of arrangements for Harrier League, and other, cross country events 

CROSS COUNTRY CAPTAIN – LADIES (current post-holder: Susan Davis) 
 Promote and encourage Cross Country (XC) participation within the club 

 Organise the Ladies’ Harrier League team (including dealing with the organisers, registering etc)  

 Organise and promoting other XC events such as the Northern Championships, Nationals, NE Vets etc.  
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 Organise pre-season training events for cross country 

 Ensure all members are informed of training arrangements 

 Inform club participants of arrangements for Harrier League, and other, cross country events 

KIT OFFICER (current post-holder: Denise Mason) 
 Attend to club kit orders 

 Liaise with suppliers to ensure kit produced is appropriate and of a good quality 

 Keep an up to date range of available items available to order 

 Expand the club kit list where demand requires 

 Liaise with the Treasurer to ensure payments are received and suppliers bills are paid promptly 

 Ensure kit is appropriately delivered to members 

TRANSPORT OFFICER (current post-holder: Andy James) 
 Identify which races/events might attract enough interest to make a bus hire viable 

 Organise appropriate bus hire 

 Liaise with Treasurer to secure appropriate payment for members for bus fares 

 Liaise with Treasurer to ensure payment to bus companies is made 

 Appoint MC for each trip and coordinate pick-up and drop off points 
 


