Athletic Union 

Individual Clubs and Societies
Jobs and Responsibilities

As directed in the new Athletic Union Constitution all clubs and societies must form their own committee which is inclusive of four key positions; President, Social Secretary, Communications Secretary (also known as Web and Media Officer) and Treasurer. These positions have been targeted to make the Athletic Union are more effective governing body for all clubs and societies and as such it is imperative that they meet regularly. A general job description of each of these positions is listed below along with a diagram of the structure the positions will bring.  
President

The President of a club or society will be responsible for the club/society as a whole. They will be the key contact for the Athletic Union. Duties will include the following:

· working with the AU President and where appropriate AU Societies Officer to identify the needs of the club/society in terms of facilities, equipment and support.

· communicating all relevant AU and other organisation (eg. BUSA) information to the appropriate members of the club/society

· pursuing avenues and partnerships which will benefit the club/society as a whole (including sponsorship and marketing issues).

· Chairing regular meetings of the club/society and communicating written minutes of these meetings to the AU President.
Social Secretary

The Social Secretary shall be responsible for organising and co-ordinating all social events run by the club or society, specifically club/society fundraising events and regular events (eg. Christmas Party, End of Year Awards, Initiation). Duties should include the following:

· organisation and co-ordination of all club/society social events.
· identifying potential fundraisers for the club/society and looking to establish events in these fields.

· liaising with the Club/Society President, AU Events Officer and Club/Society Treasurer to ensure all events are carried out in accordance with financial regulations and within budget.

· ensuring all club/society events are done safely and at no danger to members.

· ensuring all club/society events are run in accordance with Athletic Union guidelines and follow the necessary procedures.

Communications Secretary 

(also known as Web and Media Officer)
The Club/Society Communications Secretary shall be responsible for ensuring effective communication and media throughout the club/society, and also to the wider student body and public. This will include:

· maintenance of the club/society’s webpage within lincolnsu.com

· liaising with the AU Media Officer to create effective press releases for all club/society events and news.

· ensuring details of events are communicated effectively to all club/society members.

Treasurer
The treasurer shall be responsible for tracking the club/society finances and ensuring that all club/society payments and income is managed in accordance with Athletic Union financial regulations. This will include:
· liaising with the AU Administrator to ensure that all club payments are made in accordance with financial regulations.
· working with AU staff to ensure membership fees are received and processed accordingly.

· maintaining an accurate picture of accounts, thanks to information received from the AU, throughout the year for the benefit of the club’s committee and members.

· ensuring that clubs/societies are at all times working within budget and within guidelines.
Additional Committee Members
Although the four committee positions identified above go some way to helping effective management of the Athletic Union, the varying needs of clubs and societies means that many societies may want to adopt their own task specific committee positions. These are perfectly acceptable but remember only the four key positions are permitted to vote at AU Meetings as detailed in the Constitution.

Examples of these additional positions include; Referee Secretary (Men’s Football), Prayer Officer (Christian Union), Fundraising Officer (Women’s Rugby Union).

WHERE THESE ROLES FIT IN THE NEW ATHLETIC UNION STRUCTURE

	
	STUDENTS
UNION

	
	
	
	
	
	
	
	
	
	

	AU

PRESIDENT
	
	AU ACTIVITIES

AND DEVELOPMENT

OFFICER
	
	AU

ADMINISTRATOR
(FINANCE OFFICER)

	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	AU

PART TIME OFFICER
	
	AU PART TIME OFFICER
	
	AU PART TIME OFFICER
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	CLUB/SOC.
PRESIDENT
	
	CLUB/SOC.
COMMS

SECRETARY
	
	CLUB/SOC.
SOCIAL

SECRETARY
	
	CLUB/SOC.
TREASURER

	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	ADDITIONAL
CLUB/SOC.

COMMITTEE

POSITIONS
	
	
	
	
	

	
	
	
	
	
	
	
	


	
	
	Key

	
	
	

	
	
	SU Full Time Positions

	
	
	

	
	
	SU Part Time Voluntary Positions

	
	
	

	
	
	Club or Society Key Committee Positions

	
	
	

	
	
	Other Club or Society Committee Positions


