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BBCC CLUB Officers 
Key duties
Club Chairman

To coordinate and drive the day to day management and administration of the Club,

To Chair the Club Exec and Members Committee,

To work with other senior officers of the Club to promote the Club’s best interests,

To facilitate liaison between Sections of the Club,

To represent the Club to external organisations along with the Club Secretary and Treasurer, as appropriate.

(To manage the Club Manager – should one be appointed)

Club Secretary
To ensure accurate records are kept of all Club business, including membership records,
Responsible for the taking and distribution of Minutes of Club meetings, and where necessary noting matters requiring action/ monitoring,

Receiving, and rerouting, or responding to Club correspondence (in whatever medium) from external organisations,

To Participate in, and where appropriate, leading communication/ negotiation with external agencies,
To facilitate communication between Sections of the Club,  

To put in place arrangements for the promulgation of Club Rules and their observance.

Responsible for arranging Club AGMs (Sections of the Club arrange their own)

Treasurer

To produce the Clubs Annual Financial statements and accounts,

To produce timely financial monitoring reports throughout the year,

To chair meetings of the Joint Finance Committee 

To ensure that all sections of the Club implement their delegated financial responsibilities and maintain accurate records,

To supervise the timely collection of subscriptions and Section contributions,

To make appropriate returns to HMRC.

Bar Secretary.
Responsible for the day to day operation of the Bar function and to supervise all bar staff,

To Implement the Club bar purchasing policy; place orders and supervise stock takes,

To set up and maintain appropriate H&S practices in the Bar,

To attend Club Exec and Members meetings,

To monitor Bar turnover and profit margins and report to the Club.   

House Secretary
To develop and maximise the use of facilities in line with Club policies and priorities,

To ensure that all arrangements for the use of Club facilities, including bookings, are fully coordinated and implemented,

To manage House development projects as required,

Responsible for maintaining Club facilities to a high standard, and arranging cleaning and maintenance,

To arrange and chair periodic House Committee meetings

To implement H&S procedures, in conjunction with the Club Secretary,
To put in place arrangements to ensure that Sections have appropriate notice boards and displays,

To attend Club Exec and Members committee meetings.  

(to assist the Club Chairman in the management of the Club Manager – should one be appointed)
Ground Secretary
Responsible for the day to day management of grounds and external facilities,

To supervise the Groundsman and other volunteers in all ground matters,

To determine in conjunction with the Club Exec/ MC priorities for ground minor works and projects, 

To ensure ground operation works within its budget allocation,

To work with other senior officers on development works.

Social Secretary
To arrange in conjunction with the Sections, Club social events,

To coordinate activities with Section Social Secretaries,

To encourage Sections to raise income through social events,

To seek member’s views on the events that would be supported,

To communicate systematically with Section and Club members,

To chair periodic Social committee meetings,

To attend Members Committee. 
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