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COMMITTEE MEMBERS JOB DESCRIPTION
CHAIRMAN

DESCRIPTION

The chairman’s post is mostly managerial, guidance and assisting the Committee and members of the Club.

RESPONSIBILITIES

Manage the Club according to the terms set out in the Constitution

DUTIES

· Chair the monthly Committee meetings.
· Chair the quarterly Hike Leaders meeting.
· Chair the AGM.
· Represent the Club on any matters relating to hiking and the environment.

HONOURARY SECRETARY

DESCRIPTION

The Honourary Secretary’s post is administrative.

RESPONSIBILITIES AND DUTIES

· To prepare and distribute the minutes of the Committee meetings, Hike Leaders meetings and the AGM.
· To attend to any other correspondence or distribution of material as may be necessary.
· Attend Committee meetings, Hike Leaders meetings and AGM.

TREASURER

DESCRIPTION

To control the Club’s finances

RESPONSIBILITIES

Attend to all financial duties for the Club

DUTIES

· Effect all payments on behalf of the Club.
· To deposit any moneys received, other than those handled by the Membership Secretary.
· Record all transactions on the computer.
· Liase with Committee members and Hike Leaders to ensure that all deposits are recorded.
· Bookkeeping and arrange for audits.
· Attend Committee meetings and AGM.

MEMBERSHIP SECRETARY

DESCRIPTION

The Membership Secretary’s post is mostly administrative, with the bulk of the work being performed on computer.

RESPONSIBILITIES

The Membership Secretary must ensure that all information, pertaining to members and visitors, is kept up to date, deposit moneys and identify and communicate with prospective members.

DUTIES

· Collect and distribute the mail to the Committee.
· Record and bank moneys received and keep the Treasurer up to date with financial information.
· Record hike registers information on computer.
· Identify prospective members and send application forms to them.
· Maintain and update members and visitors Data base on the computer.
· Attend Committee meetings and AGM.

DAY HIKES CO-ORDINATOR

DESCRIPTION

The Day Hike Co-ordinator’s post is predominantly one of liaison with the Hike Leaders to ensure that there is a good distribution of day hikes throughout the year.

RESPONSIBILITIES

To organise the hiking schedule for the Club.

DUTIES

· Entering all hike information on computer.
· Printing of schedule for distribution.
· Printing of labels for distribution of the schedule and newsletter.
· Printing of hike registers.
· Keep the Hike Leaders informed and ensure all necessary stationery is forwarded to them.
· Call up and attend the Hike Leaders meeting.
· Attend Committee meetings, Hike Leaders meetings and AGM.

EDITOR

DESCRIPTION

The Editor’s post is a creative post which involves compiling the Club’s Newsletter on computer. 

RESPONSIBILITIES

The Editor is responsible for the compilation and printing of the Newsletter.

DUTIES

· Gather information about forthcoming events and various other subjects pertaining to the Club.
· Obtain hiking reports from members of the Club. 
· Edit material.
· Compile the Newsletter and organise the printing.
· Attend Committee meetings and AGM.

TRAILS CO-ORDINATOR

DESCRIPTION

The Trails Co-ordinator’s post is predominantly one of liaison with the Hike Leaders to ensure that there is a good distribution of trails throughout the year.

RESPONSIBILITIES

Ensure that there is a good distribution of trails throughout the year.

DUTIES

· Co-ordinate hiking trails.
· Liase with the necessary authorities and Hike Leaders.
· Research new trails.
· Attend Hike Leaders meetings, Committee meetings and AGM.

SOCIAL SECRETARY

DESCRIPTION

The Social Secretary’s post is one of liaison with the members of the Club to offer appropriate social activities for the members.

RESPONSIBILITIES

Organisation of socials for the Club.

DUTIES

· Organising monthly socials.
· Catering for New Members meetings, the AGM and other socials when necessary.
· Organising the annual Club socials such as the Anniversary Hike, Champagne Breakfast and End of Year Bash.




























