
Vice Chairman Role 

An elected Committee position voted for by the club members annually. The Vice Chair attends 
regular committee meetings and assists the Chairman in any way they can, this can include preparing 
for committee meetings or communicating information to the Committee from the Chairman. 

The Vice Chairman will stand in place of the Chairman in their absence and assumes the role of 
Chair. The Vice Chairman will often act as liaison between the Chairman and committee and club 
members and discover and report back to the Chair should there be any issues between the 
Committee and/or Club Members.  

As with any Committee member, actions can be assigned to the Vice Chairman for which they take 
responsibility and will subsequently report back to the Committee as a whole. 

Should the Chairman leave their role for any reason, then the Vice Chairman would typically take over 
the Chairman role till such time as a new Chairman could be elected. 

 

Publicity Role 

Produce Club Newsletter every two weeks and mail to existing Membership List 

Promote TCRC and the Fairclough 5 via social media, leaflets at races etc. unning media (ie,Northern 
Running Guide, The Running Bible etc) 

Help answer questions/enquiries made through the TCRC Facebook page. 

Treasurer Role 

As the treasurer is a committee role then all aspects of a general committee member apply - as with 
all committee positions. In addition the following also applies. 
 
The treasurer's role is to manage the club finances and provide information to the committee.  

This involves: 
 
Maintaining a cashbook showing all items of income and expenditure - currently done on an excel 
spreadsheet. 
 

Reimbursing members for legitimate club expenses - usually on production of a valid receipt. 
 

Sending cheques for larger club expenditure eg kit. Two signatures are required on all payments from 
the bank (any 2 from chairman, vice chairman, secretary or treasurer) 
 

Reconciling the bank account and cash held to the cashbook and bank statements. 

 
Checking the bank account, via online access, to allocate monies coming in and advising the relevant 



person - eg. membership secretary for all fee renewals, social secretary for xmas party payments, kit 
manager for clothing 

Collecting money on club nights from members for various things and processing accordingly. 

 
When an online membership form is completed it forwards to a TCRC email that has been set up 
specifically for this purpose. Once payment has been received forward to the membership secretary 
for processing. 
 

Reimbursing membership secretary re England Athletics memberships and regularly agreeing the 
total received for memberships and England Athletics fees with the number registered by the 
membershp secretary. 
 

Reporting to the committee on the financial position at each committee meeting and advising on the 
viability of any larger purchases being considered. 
 

Producing a profit figure for the Fairclough 5 to provide to the committee. 

 
Agreeing the selling price of the kit with the kit manager and obtaining a  
stock figure at the year end to confirm the value of the stock held correlates  
to sales revenue and expenditure during the year. 
 

Producing a statement of income and expenditure to 31st May each year and  
comparing to previous year's figure. The figures are checked by another club  
member for accuracy then it is provided to members at the AGM. 

TCRC Secretary / Membership Secretary – Role Profile 
Joining new members 

When new members complete a membership form and the club treasurer confirms that the new 
member has paid their membership fee the Secretary will: 

Register the member with England Athletics (EA): 

 Sign on to the EA secretary’s portal and enter all the members’ details. 

 Pay the EA membership fee online (Debit & Credit cards accepted). 

 Reclaim the EA membership fee from the Treasurer (before or after paying EA). 

 Pass the invoice that EA provide to the Treasurer as proof of the payment. 

If the members already exists on the EA database with another club, the Secretary will advise the new 
members on the EA club transfer process. 



Update Google Contacts: 

Log on to the TCRC Google account and add a new contact to ensure that the new member receives 
all emails. 

 Add new members on Facebook: 

Add the new member to the TCRC Closed Facebook group if the member requests access by 
reviewing requests on Facebook. 

Maintain TCRC membership records: 

Add all the details of the new member to the club membership records including the list of emergency 
contacts. 

Maintain club membership records 

The membership records are currently held on an excel spreadsheet and contain all the details from 
the membership application form. The Secretary should update members details such as address 
when a member changes address but only where they are made aware of the change. Members who 
do not re-join in subsequent years will be removed from the membership records. 

The Secretary will occasionally reconcile the club membership records and the EA membership list. 

Review TCRC emails 

Review all the emails in the TCRC email inbox and take the appropriate action such as replying or 
passing to the appropriate person in the club. Carry out maintenance on the Gmail account to ensure 
that emails are correctly stored in folders and are cleared from the inbox. 

TCRC Committee Meetings 

The Secretary will send out a draft agenda to all Committee members prior to all Committee Meetings 
and request feedback on additional items for discussion. 

Record the minutes at Committee meetings and send them out to all committee members after the 
meeting to check their accuracy. 

AGM 

Ensure that the AGM notice and agenda are sent out in line with the requirements in the TCRC 
constitution. 

Ensure that any requests for changes to the constitution are managed in line with the constitution. 

London Marathon club places 

It is the responsibility of the Secretary to apply for the place/places that TCRC is entitled to and 
ensure that the members who get the places comply with the timescale for entry. 



General Committee Member 

Attend Management Committee meetings and take part in decision making as required. Support the 
wider committee in making collective decisions as to what actions need to be taken for the club 
members. 

Support the wider committee in making decisions that ensure people are being treated fairly and not 
being discriminated against. Represent the best interests of the club members at Management 
Committee meetings. 

Keep club members informed of club rules and policy and report to the Management Committee any 
issues or findings that have been brought to my attention. 

Increase awareness of club activities amongst club members, promote club events and encourage 
club members to get involved in club activities. Dissemination of Committee decision, as appropriate. 
Canvassing membership as and when required to feed back to the committee. 

To become actively involved in the organising of club activities and to take on specific tasks to assist 
the Management Committee in fulfilling the Club role 

Support the wider committee in ensuring that funds raised are well managed and used to further 
develop the Club and its members. This includes a review of club finances  

 

Men and Ladies Captain 

The position of Captain is an elected role voted for by club members annually. The role of captain is 
to encourage and support members during external and internal club competitions. This takes the 
form of being a representative and contact for those competing, assisting in providing information on 
attendance at said competitions as well as liaising with those organising external competitions.  

The captain is responsible for representing competitive members during committee meetings as well 
as assisting in the organisation of internal competitive activities. 

 


