Executive Committee Duties of the NMMU Rowing Club

Extracted from 2007, adapted in 2011
Chairperson:
(Should have 1 year experience on the committee before being nominated)
· Oversee the overall running of the Club
· Responsible for all Club affairs. Last word on all decisions.
· Ensures smooth running of the Club. Makes sure that committee members are well supported and fulfilling their portfolios
· Communicates with Sports Bureau and external bodies such as ROWSA, USSA-R and ECRA
· Provide leadership and direction to the rest of the committee
· Attend all relevant meetings

· Chairperson is the figure-head whose main duties are to represent the Club at all important functions and to be the spokesperson on all internal and external matters. 

· Has ordinary and casting vote 
· Must know the Constitution and general rules and regulations of the NMMU so as to make sure all decisions taken are in accordance with standard rules and procedure
· Ensures that nothing is done that is in conflict with the Constitution of the Club

· Must at all times be fully aware of the financial and social needs of the Club
· Must call regular meetings

· Takes a leading role in carrying out the Club’s activities to achieve its goals 

· Submits an annual report at the AGM
· Enforces discipline in the club
Vice-Chairperson:
· First point for club members to go if they have an issue with the running of the club or general enquiries

· Helps the Chairperson fulfil his/her duties and to fill in where the Chairperson is unable to
· Supports the Chairperson and assists in all administration and communication within the Club
· Reports to the Chairperson and takes over the chair in his/her absence

· Assists the Chairperson and ensures that the Chairperson is fully aware of what is going on in the Club Makes sure that decisions concerning management of  marketing and fundraising are followed through
· Close support to and link between Captains and Chairperson
Men’s Captain and Women’s Captain:
· Must be aware of the Constitution of the Club

· Organise on and off water training sessions 
· Enforces club rules and ensures respectable behaviour of club members during their session
· Provide the link between the rowers and coach 

· Make sure the rowers know when their training times are
· Responsible for recruitment and retainment of new rowers (Liaise with Transformation and Club Development Officer during open days etc.)
· Organise and submit race entries for regattas
· Organise any training camps held during the year

· Organise the training programme together with the coach

· Compile a full report after each regatta or camp for their respective divisions and a year-end report for AGM
· Link between rowers and committee
· To make the Club aware of any changes to the “Rules of Racing” and to make sure the Club complies
· Responsible for organizing coaches, crew training, selections and rowing timetable
· To handle the collection of money for all regattas/events for their respective division
Men's Vice-Captain and Women's Vice-Captain: 

· First point for club member to go if they have a crew issue or general session enquiries

· Helps the Captain fulfil his/her duties and to fill in where the Captain is unable to fulfil his/her responsibilities

· Supports the Captain and assists in all administration and communication within their division
· In cases where that division has separate crew sessions (Boatrace), the Vice-Captain will help run the B-Crew
Boatman:

· Ensures the constant upkeep of all the NMMURC’s boats and equipment

· Maintains the boatshed in an impeccable standard
· Handles liaisons with boat and equipment manufacturers 

· Must know or willing to learn how to fix minor breakages (skeg, riggers, gates, handles, buttons, sleeves)
· Fixes any minor breakages as soon as possible and make sure the committee is informed before and after

· Organises fixing of major breakages with John Waugh or Geoff Jones (Winter) etc.

· Advises to the Committee on the best equipment purchases when needed
· Purchase and upgrade equipment as the need arises
· Maintains an up to date inventory of all equipment (Quarterly)

· Track usage and restrictions of leased equipment 
· Ensures the rowing trailer is roadworthy and maintained at all times
· Solely responsible for all equipment and equipment related issues of the Club

· Organises and delegates clean-up, fix up and maintenance jobs once a month
· Carries all tools and such equipment and coordinates its usage at regattas
Transformation and Club Development Officer:

· Ensures the NMMURC continues its aim to be at the forefront of Universities Rowing Transformation

· Organise all rowing open days and Club promotions

· Together with the Vice-Chairperson, manages all marketing of the Club
· Maintains a strong intake of new rowers from all ethnic, cultural and racial backgrounds
· Implement and develop a transformation plan

· Responsible for planning, initiating and coordinating all transformation projects throughout the year

· Responsible for communication with ROWSA, ECRA and SASSU Transformation commissions
· Looks after interests of Club with regards to Transformation
Secretary:
· Take minutes at every meeting
· Ensures the distribution of all rowing materials to all members (emails/letters/reports/results)
· Make sure all member’s details (phone numbers/emails etc) are up to date
· Makes sure Captains and committee have all up to date information of the rowers
· Plans, compiles and sends out notices for agendas and meetings for the committee
· Files and keeps all minutes (hardcopy and electronic copies) attended by the Rowing Club
· Is responsible for the registration of new rowers (to liaise with sports manager)
· Responsible for all administration and communication to Club members
· In conjunction with Chairperson makes sure that all other club records are up to date
Treasurer (Automatically Sports Manager):
· To prepare a budget at the beginning of the season once the budget allocation has been made to the Club 
· To maintain impeccable financial records of all transactions made during the year
· To prepare the end of year financial statements

· To prepare budgets for each regatta or event being attended by members of the Club
· Reports directly to the Chairperson on all financial matters
· To prepare reports with attached receipts for all expenses of the Club 
· Makes sure all equipment is insured for the relative amounts and handle any insurance claims relating to NMMURC equipment
Additional Portfolio’s

(The following additional portfolios will be taken up by committee members at the first committee meeting)
Webmaster of Rowing Site:

· To update the NMMURC website after each regatta/club event
· Maintain a ‘latest event’ on front page with a picture and title
· Check once a month (during non-regatta months) that all information is correct and relevant
Head Cox:
· Keep an up to date inventory on all coxing equipment
· Learn/Know how to maintain all coxing equipment
· To control the usage of all coxing equipment amongst all coxes/crews
· Organises cleaning and fix up of all coxing equipment once a month (to liaise with boatman)
· To make sure all coxing equipment is insured for the relative amounts via the boatman
Safety Officer:

· To make sure the 1st Aid Kit is always fully stocked and brought to all regattas/events

· To ensure that safety signs/posters with the relevant emergency numbers on them are brought to all rowing events and are clearly visible
· To ensure that at least one competent person qualified in first aid is at all rowing regattas/events

Alumni Officer:

· Overseas contact and communication with the NMMU Rowing Club Alumni
· Manage the database of Alumni’s details
Format for annual reports of Clubs (Extracted from NMMU Sports Bureau Document)
Period of report is from 1 October to 30 September and must contain the following:

· Chairman’s report with specific reference to the following:
· Coaches and Achievements
· Administrators and Achievements

· Projects (Elite and development)

· Sponsors

· Media Coverage

· Club Awards

· Acknowledgements

· List of former Chairmen

· List of former Vice-Chairmen

· Captain’s report with specific reference to the following:

· National Representatives 

· Provincial Representatives

· National League Achievements

· Provincial League Achievements

· Annual League Results

· Annual Individual Results (where applicable)

· Annual Top 10 Performers (where applicable)
· List of former Club members awarded University Colours 

· List of National Representatives

· List of Club members who were honoured as NMMU Sportsman/Woman of the Year

