Committee & Club Management

/ Committee

Committee member
Team Strategy Officer

Committee member
People Officer
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Committee member
Fundraising Officer

President / Secretary / Treasurer

Committee member

Funding & Major Assets
Officer

Team Management

Coaching & Development

Health, Safety & Wellbeing

Recruitment & Retention

Fundraising

Funding / Major Assets



Team Strategy

Team Logistics Manager

Team Social Manager
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People

Wellness & Retention Coach

Health & Safety Advisor

Recruitment Officer
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Funding

Fundraising Support Team
Member

Fundraising Support Team
Member

—
o]
o
=
(@)
o
£
2
©
Lo
°
c
5
i
o
@
o
£
0]
=
o
Q
£
£
S
o)
(@]




Funding

Funding Support Team
Member

Funding Support Team
Member
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Executive Committee

These are the core committee roles, required by the NPPC Constitution. They must be recruited to during our AGM. Role holders will serve a 2 year

term.

Role

President

Secretary

Treasurer

Key Responsibilities

Requirements

Governance of club, sets strategic direction

Monitors progress on strategic direction via appointed committee
members

Chairs committee meetings, AGM’s and any other general meetings
(or arranges delegate)

e  Available to attend 10/12 committee
meetings per year

° 4 hours per week of admin time

e  Availability to attend regional and
national meetings, allow around 6

° Communicates strategic decisions and updates to club members hours per year

° Ensures maintenance of Incorporated Society records

e  Approves financial transactions

° Represents club at regional and national level meetings (or arranges
delegate)

e  Organises all committee meetings including distribution of agenda and e  Available to attend 10/12 committee
minutes meetings per year

° Supports President in organising AGM and any other general ° 2 hours per week of admin time
meetings

° Manages club email inbox

e  Sets annual budget in line with committee agreed priorities e  Available to attend 10/12 committee

° Manages bank accounts meetings per year

° Maintains financial records ° 2 hours per week of admin time

° Invoices debtors and pays creditors e  Availability to attend regional and

° Maintains IRD records national meetings (with president),

allow around 4 hours per year




Supporting Committee

These roles form the additional 4 committee members allowable under the NPPC Constitution. The constitution does not prescribe the type of role

meaning recruitment at an AGM is ideal but not a requirement.

Role

Key Responsibilities

Requirements

People
Officer

Fundraising
Officer

Funding &
Major Assets
Officer

Linkage between committee and team

Translates club strategic direction to team action

Ensures responsibilities of team management roles are met

Supports coach in strategic planning of training and competing
Arranges and chairs regular Management Team meetings

Ensures required ‘on boat’ roles are available for training and competing

° Available to attend 8/12 committee meetings
per year

° Available to arrange and chair required team
management strategy meetings

° Must be ‘on boat active’

Develops people related policy & action plans

° Conducts 1:1 wellness interviews with all club members, reporting
trends/opportunities/risks back to committee

° Develops recruitment & retention action plans in line with committee
agreed priorities

° Ensures health, safety & wellness requirements are maintained, reports
risks & issues to committee

° Arranges and chairs regular People Management Team meetings

° Available to attend 8/12 committee meetings
per year

° 1 hour per week of admin/discussion time

° Available to arrange and chair required
People Management team meetings

° Ideally be ‘on boat active’

. Ensures implementation of committee agreed fundraising priorities
. Arranges and chairs regular Fundraising Team meetings

° Available to attend 8/12 committee meetings
per year

° Available to arrange and chair required
Fundraising Team meetings

° 2 hour per week of admin time

° Ensures implementation of committee agreed funding and major
purchase priorities

. Maintains funding register and application schedules

. Arranges and chairs regular Funding Team meetings

° Available to attend 8/12 committee meetings
per year

° Available to arrange and chair required
Funding Team meetings

° 2 hour per week of admin time




Team Strategy

Lead by the Team Strategy Officer, this group is responsible for running the team(s) that operate as part of the club.

Role Key Responsibilities

Descriptions

Ensures smooth and organised operational activity at team level
RevSport administration

Identifies equipment (including uniform) requirements

Builds and maintains connections across team management
group at a community level

Manages team promotion via social media channels, in
conjunction with club strategic direction

Organises team social activity
Awareness of linkage between social activity and recruitment &
retention strategies

Supports setting training programme / team strategy - with Team
Strategy Officer

Decides training & racing arrangements including boat orders and
race allocations - supported by Team Strategy Officer

Maintains a ‘no surprises’ approach to planning and decision
making

Provides or organises group and individual coaching as required

Requirements

e  Available to attend all team
management meetings set by Team
Strategy Officer

e 4 hours per week admin time (including
social media management)

° Confident social engagement skills,
ability to network and promote the club

° Available to attend all team
management meetings set by Team
Strategy Officer

e 2 hours per week admin time

° Ideally be ‘on boat active’

° Available to attend all team
management meetings set by Team
Strategy Officer

° 1 hour per week of admin time

° Must be ‘on boat active’



People
Led by the People Officer, this group is responsible for all things ‘people’.

Role Responsibilities Requirements
Descriptions

Wellness & ° Supports the People Officer in implementation of retention ° Available to attend all team management
Retention Coach action plans meetings set by People Officer
° Seeks insights to wellbeing levels to support the People . 1 hour per week of admin time
Officer in development of necessary actions . Must be ‘on boat active’
Health & Safety ° Supports the People Officer in ensuring health & safety . Available to attend all team management
Advisor policy is up to date and fit for purpose meetings set by People Officer

. 1 hour per week of admin time
. Must be ‘on boat active’

Recruitment ° Supports the People Officer in implementation of recruitment . Available to attend all team management
Officer action plans meetings set by People Officer

. 1 hour per week of admin time

° Must be ‘on boat active’




Fundraising

Led by the Fundraising Officer, this group is responsible for organising all activity/logistics related to fundraising. They will use all club member to
support at fundraising events.

Role
Descriptions

Fundraising
Team Leader

Fundraising

Support Team
Members

Responsibilities

Requirements

° Manages & co-ordinates fundraising activity
across support team members

° Sets tasks and monitors completion across
support team members

e  Sets annual fundraising schedule in conjunction
with committee agreed strategy

e  Available to attend all team fundraising meetings set
by Fundraising Officer
° 2 hour per week of admin time

° Performs fundraising activity as requested by
Fundraising Team Leader
e  Activity likely to include:
o Research - seek fundraising opportunity
o Book - arrange/book with appropriate
organisation for approved fundraising
events
o Rostering - roster team members to
support with specific event activity (such
as purchasing/selling/cooking etc)

e  Available to attend all team fundraising meetings set
by Fundraising Officer
° 2 hour per week of admin time




Funding

Led by the Funding & Major Assets Officer, this group is responsible for funding applications that will support the costs associated with major

purchases.

Role
Descriptions

Funding
Team Leader

Funding Support
Team Members

Responsibilities

Requirements

° Manages & co-ordinates funding activity across support
team members

° Sets tasks and monitors completion across support
team members

° Schedules activity in line with committee agreed
priorities

° Liaises with team management to understand
equipment requirements, advises on aging equipment

e  Available to attend all team funding meetings
set by Funding Officer
° 2 hour per week of admin time

° Performs fundraising activity as requested by Funding
Team Leader
e  Activity likely to include:
o Research - seek funding opportunity from
funding providers
o Support applications - supports obtaining
quotes, writing submissions etc

e  Available to attend all team funding meetings
set by Funding Officer
° 2 hour per week of admin time




Club Management - Meeting Requirements

Management
Level

Committee

Committee

Fundraising

Funding

Required Frequency Attendance Reporting Purpose Responsible/Chair
Meeting
Club Strategy Annual Committee Agenda & Minutes | Set annual strategic direction and priorities President
Members for the club
Only Summary to
members
Governance Monthly Committee Agenda & Minutes Review monthly actions against strategic President
Meeting Members & priorities (Treasurer if President
Guests by Summary to not available)
invite members Monthly governance matters
Management 2 weekly Team Monthly report to Agree & review progress on team actions in Team Strategy Officer
Meeting Seasonal, Strategy committee line with strategic direction and priority set by
as required Group committee
Management 2 weekly People Group | Monthly report to Agree & review progress on team actions in People Officer
Meeting committee line with strategic direction and priority set by
committee
Management 2 weekly Team Monthly report to Agree & review progress on team actions in Fundraising Officer
Meeting Fundraising committee line with strategic direction and priority set by
Group committee
Management 2 weekly Team Monthly report to Agree & review progress on team actions in Funding Officer
Meeting Funding committee line with strategic direction and priority set by

Group

committee




