Execalibre Dragon Boat Club Roles

	Role
	Responsibility

	Chairman


	Overall in charge of the club. Responsible for ensuring all members of the club perform their roles as required; chairs and sets agenda for all club meetings; attends and chairs executive committee meetings monthly.

	Captain


	Responsible for all racing (and related) matters including team selection; the coherent day-to-day running of the club; ensures that facilities are available within the club to facilitate maximum racing performance; attends executive committee meetings monthly.

	Coach


	Responsible for providing the best possible training for club members to improve as individuals and improve team race performance; attends executive committee meetings monthly.

	Treasurer


	Responsible for all club financial matters including managing membership fees, race fees, club expenses, equipment and kit costs; keeps records and provides a financial report for the AGM; attends executive committee meetings monthly.

	Secretary


	Responsible for administrative issues relating to the club; deals with correspondence; maintaining accurate records of team performance; drafting club policies, strategies and funding bids for approval; takes minutes at club meetings and executive committee meetings; circulates minutes to club members.

	Members Representative
	Nominated member of the club who acts as a link between executive committee and the members; passes on members concerns to the appropriate person or to the executive committee; reports back to member(s) as appropriate.

	Events Organiser


	Responsible for investigating potential non BDA dragon boating events club can attend and gauges interest within the club; enters club in events we can attend and coordinates transport to the event.

	Race Coordinator
	Responsible for all BDA race paperwork, including race entries, BDA Memberships etc.; organises logistics for BDA racing events; organises the writing of race reports.

	Membership


	Responsible for keeping up to date record of all club members’ details; provides details to new people joining the club; organises advertising posters/leaflets to promote club recruitment.

	Web

Coordinator
	Responsible for maintaining and improving profile of website; collating team photos; maintains and moderates club mailing list.

	Publicity and Fundraising 
	Responsible for increasing club profile with local media, improving club’s reputation in local community and raising club value to sponsors

	
	Responsible for organising club fundraising activities; contacting potential people/businesses regarding sponsorship or donation.

	Kit & Equipment 

	Responsible for complete inventory and logging of club equipment; ensuring adequate maintenance of all club equipment, including boats, buoyancy aids, paddles etc.; ordering and provision of club racing kit and hooded tops.

	Safety Representative


	Appointed Club Safety Officer responsible for all safety issues and carrying out a risk assessment of the club's activities. 
The name of the person with this role should be advised to the BDA Secretary.

	Social 

Secretary
	Informal role to be taken on by club members as required when social events require proposing and organising


The Execalibre executive committee consists of the Chairman, Captain, Coach, Treasurer and a nominated club member.  
The executive committee will meet once a month to discuss Execalibre business.
Club members may hold more than one post.
