
Roles and Responsibilities of Committee Members

SUMMARY

PRESIDENT Officiates the AGM and supports the Chairman; is involved in special projects; 
assists the committee in making decisions for the benefit of the whole club including 
disciplinary matters; attends committee meetings and appropriate external meetings as 
determined by the Club Committee; and advises committee on club policy where required.

CHAIRMAN  Chairs the Committee meetings and AGM; assists the Club Minutes Secretary to 
produce the agendas; leads the committee in making decisions for the benefit of the whole 
club including disciplinary matters; represents an unbiased viewpoint allowing free discussion 
to take place; has the casting vote on any unresolved club issues; directs the general affairs of 
the club; and ensures club representation at County, Regional and National levels.

VICE CHAIRMAN Deputises for the Chairman, in their absence, and supports them to fulfil the 
duties outlined above.

SECRETARY  Is the ‘principal administrator’ for the club, dealing  with all club correspondence, 
distributing to relevant officers for response where required; carries out or delegates all of the 
administrative duties thereby enabling the club and its members to function effectively; works 
alongside the treasurer to see that all affiliation/registration documents are accurate and are 
paid on time.

MINUTES SECRETARY Prepares and distributes the Committee meeting Agendas and 
Minutes; keeps the Minutes of all Club Committee meetings and distributes copies; retains 
signed copies of all meeting minutes on file; ensures copies are made available to all Club 
Members via the website.

TREASURER  Looks after the finances of the club; keeps detailed written records of all 
accounts and makes sure that the club operates within the annual budget; attends the 
Committee meetings and AGM; holds bank account in the name of the club; acts as a primary 
signatory on the club account (and appoints 3 others, as agreed by the Club Committee); 
approaches local businesses for corporate sponsorship; liaises with Facilities Secretary to 
confirm pitch bookings; and prepares annual balance and profit and loss sheets for AGM.

WELFARE OFFICER  Assists the club to fulfil its responsibilities to safeguard children and 
young people, including managing relevant CRB requirements; assists the club to implement 
the child welfare section (including training) of the development plan; acts as the first point of 
contact for staff, volunteers, parents and children/young people where concerns about 
children’s welfare, poor practice or child abuse are identified; acts as the first point of contact 
with the England Hockey Board’s (EHB) Child Welfare Officer; implements the EHB’s reporting 
and recording procedures; maintains contact details for local social services, police and the 
Area Child Protection Committee; promotes EHB’s best practice guidance/code of ethics & 
behaviour within the club and anti-discriminatory practice; and ensures confidentiality is 
maintained.

MEMBERSHIP SECRETARY Ensures that a new membership form is completed and signed 
by all members at the start of each season; maintains a secure database of members; ensure 
all members know where to find information about the club; can act as a representative of 
members that wish to raise issues with the Club Committee.



VOLUNTEER COORDINATOR  Works to recruit, recognise, reward and retain those who 
volunteer for and on behalf of the club; identifies and provides access to coach, official/umpire 
and other volunteer opportunities for club members; and ensures Volunteer recruitment and 
training is included in the club development plan.

JUNIOR DEVELOPMENT OFFICER Helps to encourage and recruit more junior members into 
the club; takes the lead on advertising events and producing materials for parents aimed at 
recruiting more junior players; organises volunteers, first aiders and coaches for junior events; 
liaises with local authorities, local schools and other bodies (including England Hockey) to help 
develop the junior section.

COMMUNICATIONS OFFICER  Raises the profile of the club locally (in the community) and in 
the county; builds a relationship with the local media; works with the web-master to optimise 
the profile and information available to all on the club website; co-ordinates weekly match 
reports for all teams and age groups to be forwarded to the local press.

PRIMARY WEB-MASTER Updates and improves the club’s website by liaising with the 
necessary personnel from with the club.

CLUB DEVELOPMENT OFFICER  Oversees the development of the club, working with the 
Club Committee, the Club Volunteer Coordinator and the EHB Hockey Development Officer 
(EHBDO) to maximise the development opportunities for all members of the club - players, 
coaches, umpires, supporters etc.  Specifically producing and updating the Club Development 
Plan to ensure that the Club achieves and retains ClubsFirst Accreditation.
 
EQUIPMENT & FACILITIES SECRETARY  Ensures all teams have enough pitch time,  space 
and equipment for training; ensures all teams have pitch time for home fixtures; liaises with 
Club Treasurer to confirm pitch bookings; inputs into the facilities section of the club 
development plan regarding ground maintenance and development; oversees the clubs 
sinking fund for the replacement of the current pitch; and investigates funding opportunities for 
facility development.

FIXTURES SECRETARY  Coordinates and communicates fixtures for different teams; 
schedules a friendly fixture list for all teams which reflects the ambitions of the club; arranges 
and confirms fixtures with league(s), including registering details of home fixtures on relevant 
league website; deals with match cancellations; handles any fixture queries throughout the 
season; confirms fixtures with opponents and umpires, two weeks before the game; provides 
visiting teams with start times, directions to the ground, etc.

SOCIAL SECRETARY  The main purpose of this role is to organise social events to bring the 
players, officials and parents together in a social setting to enhance relationships with the club. 
This will typically involve organising pre-season and mid-season social events, including the 
Annual Presentation Evening.  Fundraising should be a key component of at least one social 
event during the year.

TEAM CAPTAIN  Welcomes new players to the team and confirms team selection ahead of 
matches; collects, records and provides Treasurer with paid match fees on a weekly basis; 
identifies and reimburses volunteer drivers for away matches; reports match results to relevant 
leagues and the club's web-master; has responsibility for ensuring that a fully-stocked first aid 
box is available to the team; organises shirt orders for new players; and coordinates player of 
the year nominations at the end of the season.

* Please note that, on average, Committee members spend about two hours per week fulfilling 
their Club roles and responsibilities.


