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 East End Road Runners Committee Roles

Strategy Roles
	Chairperson
	

	· Managing and providing leadership for the Committee (strategy and operational posts) and the Club as a whole. 

· Supporting Committee members and ensuring they have the required support.

· Setting strategic direction for the Club

· Acting as an escalation point; dealing swiftly with difficult problems and issues.

· Representing the Club in the local community and in discussions with key external stakeholders.
· Covering Committee roles as/when required.


	Club Secretary
	

	· Supporting the Chairperson to carry out his/her role effectively.

· Troubleshooting – acting as contact for members when problems/issues arise.

· Maintaining accurate records and administration.

· Organising Committee meetings to take place at least quarterly and ensuring they are minuted.

· Organising the AGM (with the Chairperson).
· Administrating the club’s London Marathon places.
· Sourcing kit supplier(s). Placing kit orders with supplier. 
· Keeping records of kit in stock and maintaining kit in good, sellable condition.


	Treasurer
	

	· Responsibility over all aspects of financial management, working closely with other members of the Committee to safeguard the Club’s finances.

· Maintaining adequate controls for detection and reporting of fraud and error.

· Maintaining accurate records – bookkeeping and record keeping.

· Paying invoices and reimbursing members for expenses incurred.
· Producing financial reports on an annual basis.

· Booking the track on a quarterly cycle with Active Newham.
· Working with membership sec to track payments from new/renewing members.

· Creating smarter, more tech-focused ways of managing the club’s money.


	Training Coordinator
	

	· Devising a training schedule (covering track sessions and Sunday runs) based on the needs and requests of members.
· Ensuring the club’s offer caters for runners of all abilities and allows all members to progress and develop.
· Arranging a schedule for Club’s coaches and leaders to ensure that the burden of leading is shared as evenly as possible.

· Promoting professional development for the Club’s coaches and leaders. 

· Ensuring advice on running style and form is incorporated into all sessions.

· Promoting the benefits of EA accreditation and recruiting a new cadre of leaders and coaches (as and when required). 


	Welfare Officer

	· Maintaining the Club’s Code of Conduct and other welfare and safeguarding policies.

· Acting as the first point of contact for any safeguarding and welfare issues. This includes signposting members to the appropriate agency accurately and swiftly.

· Ensuring the health and safely of all members by providing the appropriate level of challenge to decisions made by the Committee.

· Working with the Membership Secretary to ensure leaders and coaches have easy access to emergency contact information for all members.


	Membership Strategy
	

	· Devising strategies for increasing membership, including extending the Club’s appeal to new audiences and communities.

· Working collaboratively with other Committee members, to ensure that we are customer-driven and the experience that members get is as positive as possible. 
· Producing leaflets and other bespoke materials to promote the Club.

· Representing and promoting the Club at relevant events with a view to increasing the profile of the Club and growing its membership. 
· Handling queries from prospective members.

· Registering all new members on England Athletics’ portal (once payment made). 
· Enthusiastically welcoming all new and renewing members to the Club via email.

Working with other Committee members to maintain an accurate mailing list of members and arrange access for new members to Club’s social


	Volunteer Coordinator
	

	· Administrating the volunteer points system by recording all volunteer activity completed by members and documenting any points they have spent.

· Promoting a culture whereby members that do more for the Club are rewarded.
· Seeking opportunities with race organisers to gain free places in return for volunteers.
· Encouraging and supporting members to volunteer at events and that in activities that are mutually beneficial to club members.

· Coordinating volunteers in advance of events (as necessary).


Operational Roles
	Race Secretary
	

	· Planning a forward look race calendar (up to 1 year in advance) to be published on the Club’s website and displayed in the clubhouse.

· Organising transport and accommodation and other logistics for “Club Races” (working with Chairperson).  
· Liaising with the organisers of races to secure discounted offers for Club members.

· Working with Club Chairman and Treasurer to devise appropriate promotions to encourage participation in “Club Races”.  

· Managing an up-to-date online list of all of the races that members have entered.


	Newsletter Editor
	

	· Producing a weekly newsletter to be emailed to all members – the newsletter must be accurate, timely, informative and fun.

· Working collaboratively with all Committee members to ensure that the newsletter is a ‘first stop shop’ pulling together news and notices from across the Club. 

· Working with Membership Secretary to ensure that mailing list is correct and all members are receiving the newsletter.
· Working with Chairperson to incorporate a chair’s message.


	Social Media and Press Officer 
	

	· Maintaining the Club’s social media platforms – ensuring the content is accurate, timely, informative and fun.

· Ensuring that relevant members have access to the private social media groups.

· Documenting the Club’s achievements to current members. 

· Using social media to promote the Club externally to potential new members.  
· Promoting events organised by the Club (inc. EERR’s Midsummer ELVIS race).

· Producing stories for local press, and other relevant media outlets, to highlight the achievements of the Club and to promote membership. 
· Promoting events organised by the Club (inc. EERR’s Midsummer ELVIS race).


	Website Developer
	

	· Managing the Club’s website so that content is up-to-date and appealing. 

· This role will require someone from an IT background. They should have had exposure to HTML, web content management systems (ideally Drupal 7) and web hosting configuration (ideally cPanel).

· Working with other Committee members when required (sometimes at short notice) to update content on the website.

· Provide technical advice on adhoc projects as/when they arise. Examples in the recent past have included working with the Results Lead to produce new MIS system for results, and working with Treasurer to design new automated system for membership registration and payment.


	Results/Data Lead

	· Maintaining an accurate, and timely record, of the finishing times for races and time trials completed by members (if members notify the Club in timely manner).

· Calculating age grade percentages for each performance (where appropriate).

· Helping to ensure the smooth running of Club-organised races and events by providing data where needed (e.g. for handicap races).

· Providing data/tech support to ad hoc projects as/when required.

· Ensuring data is handled in a manner compliant with GDPR rules.


	Social Secretary
	

	· Organising regular social events that reflect the Club’s spirit and appeal to a wide range of members.

· Planning events to coordinate with the Club’s running activities.

· Seeking out promotions and deals (where possible) to ensure value for money. 

· Events may include VLM after-party, summer picnic, Christmas Party etc. 


Seasonal Roles
	ELVIS Series Coordinator
	

	MAY – SEPTEMBER ONLY

· Promoting the ELVIS series to all members and encouraging them to sign up.

· Coordinating transport options for race participants.

· Representing the club at annual ELVIS meeting.

· Assisting EERR’s ELVIS Race Director to organise the Club’s own Elvis race and promoting it among other clubs in the ELVIS community.


	SPITFIRE Coordinator
	

	APRIL-JULY
· Encouraging Club members to sign up to Spitfire event by providing them with accurate information.
· Deciding strategy and organising teams.

· Liaising with Spitfire organisers in relation to Club’s volunteer activity at the event.

· Organising logistics in advance of the event (via a team of volunteers if needed).


	EERR’s Midsummer ELVIS Race Director
	

	FEBRUARY-JUNE (with full handover from Jamie in 2019 ready for future years)
· Completing all applications (LLDC, Velopark, Run Britain) to stage the race.

· Contracting with third parties for support services (chip-timing, first aid, refreshments, prizes) and ensuring they deliver the service expected.
· Liaising with ELVIS committee to agree date and ensure race fits within rules.

· Promoting the race and designing online portal for registration.

· Performing the functions of Race Director on the day of the race itself.
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