COMMITTEE STRUCTURE
Your club’s committee, often known as the executive, is a group of a few
people who are elected to govern the club on behalf of everybody else.

PRESIDENT

The ambassador and
chair of the meetings

VICE PRESIDENT

The supporter and strategic
planning coordinator

SECRETARY

The administrator

TREASURER

The financial overseer

For small clubs, a committee of 3 or 4 people is usually fine.
In big clubs, about 9 people should be the maximum number on a committee

The most successful clubs are those that know how to
properly separate their governance from their operations.

GOVERNANCE

The most important roles of the committee
are to focus on planning and informed
decision making

OPERATIONS

It’s vital that they are supported by the
‘doers’ to deliver on those decisions

THE BASIC RESPONSIBILITIES OF ALL COMMITTEE MEMBERS:
• Read and be familiar with your constitution
• Understand the conditions under which the club is affiliated to your student
association
• Understand your club’s purpose - why you exist
• Set the club’s strategic, long-term direction in your strategic plan
• Attend all committee meetings and meetings of members, including being
well prepared and playing an active role in the club’s decision making
• Keeping a close eye on the club’s financial position at all times
• Engage proactively with members

THE ROLE OF THE PRESIDENT

The president should delegate
tasks as necessary and ensure
everyone understands the
requirements of their roles and
assist them to fulfil expectations.

THE LEADER
THE PRESIDENT IS THE
CLUB’S LEADER AND
AMBASSADOR

This does not mean that the
president is the boss of the club,
or has to do all of the work.
The president is the boss of the
meetings, but not the boss of the
club.

KEY RESPONSIBILITIES OF THE PRESIDENT INCLUDE:

STRATEGIC
DIRECTION
Help set the direction of
the club, prioritise goals
and oversee the delivery of
outcomes, in consultation
with relevant parties and
consistent with the views
of members.

CHAIR

AMBASSADOR

POLICIES

Preside at club
meetings and preserve
order.

Act as the club’s
ambassador in a
professional, positive and
appropriate manner.

Have a good working
knowledge of the club’s
constitution, rules and
policies.

Be the primary contact
between the club and
outside contacts like
venue managers and your
student association.

Drive the implementation
of policy updates and
good governance
procedures.

Planning documents that can
support the club’s strategic
direction are:
Strategic and operational plans
Succession plan
SWOT analysis

THE ROLE OF THE TREASURER

The role of the treasurer is to
empower the committee to
manage the financial affairs of the
club.

THE MONEY
MANAGER
THE TREASURER HAS
GENERAL FINANCIAL
OVERSIGHT

This does not mean they are
responsible for all the revenue
generating activites of the club.
The treasurer should account for
the money received, spent and
invested by the club.

KEY RESPONSIBILITIES OF THE TREASURER INCLUDE:

RECORD KEEPING
Provide relevant
financial information to
members and the student
association as requested,
to ensure members clearly
understand the allocation
of the club’s funds.

BUDGETING

REPORTING

POLICIES

Prepare the club’s
budget and monitor
income and expenditure
against budget forecasts
to ensure future
financial stability and
growth.

Provide reports at
meetings as required
under the club’s
constitution.

Have a good working
knowledge of the club’s
constitution, rules and
policies.

Reports and record keeping
documentation:
Books of account
Copies of all invoices and receipts
Statement of Income and Expenses
Profit and Loss Statement
Asset Register

THE ROLE OF THE VICE PRESIDENT

The vice president should be
the ‘sounding board’ for the
president so that ideas can be
safely bounced around and
challenges explored.

THE SUPPORT
THE VICE PRESIDENT IS
THE ASSISTANT LEADER

The vice president’s role is to
assist the president and other club
officers in completing their duties.
They are there to help wherever
they are needed and take on an
important leadership role.

KEY RESPONSIBILITIES OF THE VICE PRESIDENT INCLUDE:

SUPPORT THE
PRESIDENT
Assist the president in
carrying out their duties
and assume the duties
of the president in their
absence.

DEPUTY CHAIR

PLANNER

POLICIES

Act as deputy
chairperson for all club
meetings.

Monitor the club’s
strategic plan, ensuring
the day-to-day functions
are moving it in the right
direction.

Have a good working
knowledge of the club’s
constitution, rules and
policies.

Keep an eye on the ‘big
picture’.
Planning documents that can
support the club’s strategic
direction are:
Strategic and operational plans
Succession plan
SWOT analysis

Assist the president to
drive the implementation
of policy updates and
good governance
procedures.

THE ROLE OF THE SECRETARY

The secretary should be a
‘sounding board’ for the
president so that ideas can be
safely bounced around and
challenges explored.

THE SUPPORT
THE SECRETARY IS THE
ADMINISTRATOR OF THE
CLUB

The secretary’s role is to manage
meetings and correspondence.
The secretary will prepare notices,
agendas and minutes and followup on action items. This does not
mean they are solely responsible
for meetings.

KEY RESPONSIBILITIES OF THE SECRETARY INCLUDE:

SUPPORT THE
PRESIDENT
Assist the president
in carrying out their
duties and attend to
correspondence on behalf
of the committee.

COORDINATE
MEETINGS
Coordinate meetings
of the committee and
members, including
the AGM. Work with
the president to draft
the agenda, distribute
notices, and take formal
minutes.

OPERATIONS

POLICIES

Monitor the club’s
strategic plan, ensuring
that the club’s day-to-day
functions are moving in
the right direction.

Have a good working
knowledge of the club’s
constitution, rules and
policies.

Documents that can support the
club’s organisation are:
Meeting agendas
Notice of meetings
Meeting minutes
Strategic and operational plans
Annual reports

Assist the president to
drive the implementation
of policy updates and
good governance
procedures.

