
  

Tri2O Triathlon Club 
 

ROLES AND RESPONSIBILITIES 

 
The executive have full voting rights at the Committee meetings. The executive Officers of the Club are 
as follows: 

 Chairman 

 Secretary 

 Treasurer 

 Coaching Co-Ordinator (may also be referred to as Head Coach) 

 Communications Officer 

 Membership secretary 

 Fixtures and Race Results Officer 

 Social secretary 

 Welfare Officer 
 

The non-executive Officers of the Club are invited to attend each Committee meeting. The non-
executive Officers have no voting rights at Committee meetings. The non-executive officers of the Club 
are as follows: 

 Kit secretary 

 Ladies’ Captain 

 Men’s Captain 

 Publicity and Marketing Officer 
 

1. Chairman 

 Chair all committee meetings, the Annual General Meeting (AGM) and Extraordinary Meetings. 
If the Chairman is absent or declines to take the chair, the Secretary or nominated deputy shall 
preside. 

 Be available as the public representative and spokesperson of the club. 

 Notify club members promptly of any appointment, resignation or removal of officers of the 
committee. 

 Advise all club members of any proposed changes to the Constitution. 

 Report on the activities of the club at the AGM. 

 Inform the British Triathlon Association if the Club ceases to operate, or is to be dissolved, and 
in doing so present a final statement of accounts. 

 Chair the Appeals Committee as set out in Clause 9 of the Constitution. 

 Consider the accounts of the club and sign them if he/she considers them to be in order. 

 Ensure that adequate advice and assistance is available to officers of the committee in the 
performance of their responsibilities, and co-ordinate and liaise with other officers. 

 To liaise with sporting bodies, local authorities and venues via the secretary or head coach 
where deemed appropriate. 

 To direct and support club policy and planning. 

http://www.tri2o.onsport.com


2. Secretary 

 Give notice of all committee meetings, the AGM; and Extraordinary meetings, together with an 
appropriate agenda. 

 Record the proceedings of all such meetings and document them as Minutes. 

 Circulate Minutes of all meetings to committee members and store electronically in club 
Dropbox folder. 

 Communicate the club’s aims and objectives to the membership. 

 Answer members’ questions or direct to the most appropriate person/place. 

 Co-ordinate and liaise with other officers. 

 Negotiate club membership discounts with retailers and suppliers. 

 Negotiate club membership discounts for race events. 

 Responsibility for club membership with British Triathlon Federation/Triathlon England, CTT 
(Cycling Time Trials – national governing body for cycling road time trials) and other affiliations 
as determined by the committee, ensuring timely renewal and up to date details with these 
organisations. 

3. Treasurer 

 Handle club accounts, keeping proper records of the Club’s financial transactions in accordance 
with current accepted accounting rules and practices. 

 Liaise with Membership secretary in respect of subscriptions. 

 Develop and implement control procedures to minimise the risk of financial exposure, such 
procedures to be reviewed annually by the Committee. 

 Ensure that bills are paid and cash is banked in accordance with these procedures. 

 Prepare an annual budget for the club and regularly inform the committee of progress against 
that budget. 

 Make all records, procedures and accounts available on request to the committee, and submits 
a financial statement for each committee meeting. 

 Draw up annual accounts to dd/mm each year, these accounts to be approved by the 
committee and signed by the Chairman prior to the AGM. 

 Present the approved and signed annual accounts to the Club at the AGM. 

 Management of club grants. 

 Issuing invoices and receipts. 

 Where pool fees have not been paid by BACS, work with coaches to collect pool monies and 
maintain a record of members who have paid in cash for swim cards. 

4. Coaching Co-Ordinator 

 Responsible for coaching standards and content. 

 Provide a structure within which individual coaches can plan and deliver appropriate sessions 
with agreed coaching points. 

 Ensure coaches are working to an acceptable level of quality and with a common approach. 

 Set annual structure for coaching delivery, phased to an agreed race season. 

 Communicate at least monthly with coaches to allocate coaches to training sessions and ensure 
adequate provision at sessions. 

 Maintain a register of who has coached what on a monthly and annual basis. 

 Maintain a register of who has attended each coached club session, in conjunction with 
Treasurer where fees are involved. 

 Discuss and approve any proposed new sessions with the committee in advance. 

 Regularly communicate with membership on coaching matters via a variety of media. 

 Respond to enquiries relating to coaching matters from potential new members and/or existing 
members. 



 Identify potential coaches for BTF training and make recommendations to the committee. 

 Agree budget for new coach training, additional training and coaching equipment in advance 
with Treasurer and committee. 

5. Communications Officer 

 Regular monitoring and response to emails sent to the Club's communications.tri2o@gmail.com 
email address, and posts or queries (as required) on the club's Facebook group for members. If 
there are any periods of time during which the Officer is unable to discharge this duty, he/she 
should delegate the duty to named committee member(s) with discussion. 

 Ensure that key information regarding change to training sessions and other events is 
communicated to members via the website, email and Facebook group, and to the Publicity and 
Marketing Officer for posting to the club website. 

 Production of a monthly newsletter to include news announcements and to encourage club 
members to write and maintain articles on their race experiences for others to read for the 
newsletter.  

6. Membership Secretary 

 Maintain a database of all club members and save in the club Dropbox folder. 

 Respond to enquiries from the website regarding membership. 

 Inform the Treasurer of new members who have joined the club in order to track electronic 
payment of subscriptions. 

 Collate, update (with input from other committee members as required) and distribute the 
membership pack after memberships have been renewed. 

 Welcome new members and provide Communications Officer with details of new members 
each month, so that they can be introduced in the newsletter. 

 Liaise with Ladies’ and Men’s Captains to inform them of new members. 

7. Fixtures and Race Results Officer 

 Put together a race calendar of club championship events for the year, to be agreed with the 
committee, and post this to the website and Facebook group.  

 Organise and publicise (as above) the Winter running competition and Summer Cycling time 
trial competition. 

 Collate the results for all club designated events (as above), publish in a table on the website 
and Facebook group. 

 Liaise with the Communications Officer. 

 Encourage club members to provide race reports and share their results. 

 Collate details of events entered by club members into a fixture list on the race calendar, and 
post this to the website (with the support of the Communications Officer where necessary). 

 Contact all club members regularly to ensure that the fixture list remains up-to-date. 

8. Social Secretary 

 Present a programme for social events to the committee at every meeting, to be approved by 
the committee. 

 Make all necessary arrangements for all social events of the club, including an annual Christmas 
Party and an annual Summer Barbecue. 

 Notify all club members of the social programme and submit this to the Communications Officer 
for inclusion on the website. 

 Send and post reminders of upcoming social events by email and on the Facebook group. 

 Feedback to members and committee after social events, including writing a piece for the 
newsletter, with photos where possible. 



 Collect all monies (where appropriate) from club members for all social events, and bank these 
monies in the club bank account within 14 days of collection of the monies, and report all 
monies banked to the Treasurer. 

 Submit all invoices for payment of social events to the Treasurer within 14 days of the event. 

9. Welfare Officer 

 Be available as point of contact for members who have any concerns or complaints about any 
aspects of the club. 

 Responsibility for implementation of good practice and in particular with regards to child 
protection. 

10. Kit Secretary 

 Source suppliers for club kit, subject to approval by the committee. 

 Order the kit and arrange for logo printing (if appropriate). 

 Where necessary i.e. if members do not order kit directly with suppliers, collect all monies from 
club members and bank these monies within 14 days of collection. 

 When monies are banked, inform the Treasurer. 

 Obtain approval for all purchase decisions from the Treasurer (repeat orders) or committee 
(new orders). 

 Agree the pricing of items and stock levels to be maintained (if any) with the Treasurer. 

 Submit all invoices for payment to suppliers (where appropriate, see above), within 14 days of 
receipt. 

 Maintain content of the website with regards to kit, with the support of the Communications 
officer. 

11. Ladies’ Captain 

 Rally together and lead our members in competition. 

 Communicate regularly with female club members, specifically to engage and encourage 
participation of female members. 

 Collate details of races entered by female members for publication in the newsletter and on the 
website, as a “Ladies Race Calendar”. 

 Be the public representative of the ladies within the club and seek to welcome new female 
members and promote the club as inclusive and non-intimidating. 

 Seek the views of female members regarding any ladies’ social or training events they would 
like, and organise accordingly. 

 Liaise with the Men’s Captain to rally teams and in particular support with organisation of the 
Club Relays. 
 

12. Men’s Captain 

 Rally together and lead our members in competition. 

 Communicate regularly with male club members and collate details of races entered for the 
race calendar. 

 Be the public representative of the men within the club and seek to welcome new male 
members and promote the club as inclusive and non-intimidating. 

 Seek the views of male members regarding any men’s social or training events they would like, 
and organise accordingly. 

 Work together with the Ladies’ Captain to organise the Club Relays. 



13. Publicity and Marketing Officer 

 Manage the regular posting of news announcements (with photos where possible) to the 
homepage of the club website by either writing or commissioning the news items from other 
club members. The news should reflect major events in the club’s calendar including (but not 
limited to) races (liaison with the Fixtures and Race Results Officer), social (liaising with the 
Social Secretary) or training camps. 

 Responsibility for the public areas and maintenance of the club website and keeping it up to 
date. 

 Seek to promote the club in local media and deal with press. 

 Manage marketing material, including the Club’s public Facebook page and Twitter feed. 

 Write and supply press releases on club activity to external media where appropriate. 
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