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[bookmark: _Toc226195519]President
· Ensure the Club is run effectively, democratically and for its members.
· Provide direction and support to the other committee members.
· Oversee and coordinate the activities and administration of the Club.
· Be chief spokesperson for the Club.
· Chair General and Executive meetings.
· Act as the Club’s first representative to all external bodies.
· Be a signatory for the Club’s bank account and all financial transactions.
· Help, advise, and support all members of the Club.
· Assist the other committee members of the Club to perform their duties.
· Ensure that all other tasks necessary for the running of the activities of the Club are performed properly, either by doing them, or delegating the duties.
· Have a thorough knowledge of the Club’s Constitution, Rules and Code of Conduct.
· Work closely with the other committee members, as a team, to ensure that the goals and objectives of the club are being met. 
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· To support the president and other committee members,
· To stand in for the president when they are unavailable.
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· Maintain the books of account for the MBC, including banking, payment of creditors
· Provide general financial oversight
· Preparation of estimates and budgets
· Submit regular financial reports to the committee
· Ensure any external financial reporting requirements are met 
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· Committee Meetings 
· Compile and send out agenda approx 5-7 day before the meeting.
· Take the Minutes, send a draft to committee members, upload to the website and distribute to members.  Keep a signed paper copy on file. 
· AGM
· Send members notice of meeting and advertise the meeting (21 days notice required).  
· Distribute and collect nomination forms
· Collate AGM documents and send to members.
· Paper file of AGM docs. 
· Take minutes at the meeting, send the draft to committee members then upload the minutes to the website and send to members.  
· Membership
· Take member nominations to the committee meeting
· File member form, ensure ABF number acquired and record member info on the website.
· Send a welcome letter to new members
· Annually, update paper file of members.
· Update member database info as necessary.  (shared role)
· Correspondence
· Respond to club website emails (shared role)
· Bring significant correspondence to the attention of committee at meetings
· Check big pond emails and fwd to membership or individuals as necessary.
[bookmark: _Toc226195523]Security management
· Update keyholder info as necessary.
· Record computer software keys
· Record and update passwords.  
· Review all accounts with passwords and decide if that password should change. Includes, but not limited to, administrator password for website; admins for facebook group, admins for facebook page. 
· Record details of all software product keys and activation codes.   
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· Keep up to date with the well-being of members who are experiencing significant health issues.  Inform members and ensure support is provided.  Ph, visit, card.  This support can be from other members  
· Advise the purchasing officer what may be needed to mark significant birthdays, or departures by long-time members.
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· Label additions to the library
· Update the library spreadsheet.
· Bi monthly check that books have been returned and contact members if necessary.
· Annually discard damaged books if necessary
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· Stock the kitchen, on a regular basis, with general provisions for club members.
· Keep stocked cleaning products.
· Acquire special items for specific events.
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· Assist members to find a partner if needed.
[bookmark: _Toc226195528]Master Points Secretary
· The role is set out in the ABF Masterpoint Scheme Guidelines, they are the only point of contact between the club and both ABF and State Masterpoint Secretaries. 
[image: ]
· Access the ABF Masterpoint Website to register new members on the ABF system, reactivating members whose ABF membership has lapsed, transfer new member in from other clubs, mark members as deceased when necessary and any other club member requirements. 
· Responsible for completing the Annual Membership cancellation which takes effect on 1st April of each year. The club pays a capitation fee per registered HOME CLUB member on this date, the information for this is obtained from whoever in the club is responsible for maintaining active club membership records.  Organise payment of the affiliation fee to Bridge NSW (previously NSWBA) which is based in our ABF membership at the end of October each year
· Responsible for the accurate issuance of masterpoints issued by the club and where necessary getting authorization for and uploading to the ABF Masterpoint Centre website. ABF Masterpoints come in three main types (colour) Gold = National Events, Red = State sanctioned events and Green = issued by the club for regular club sessions. Within each masterpoint colour there are various grades as set out in the masterpoint manual.
· Keep track of the Clubs usage of our annual Club Red point session allocation.
· Responsible for masterpointing and submitting them and other required forms to the relevant controlling body for the running of the various Club, State and National events that we are able to play in the Club. Information is available from Bridge NSW website. 
· Masterpoints can be uploaded to the website at any time but should be done prior to the end of month cut off which is on the first day of each month and is published on the website.
· Maintain Bridgemates, clean where necessary and check for updates for Bridgemate control software. 
· Make sure the Dealing Machine is clean and firmware up to date and sent away for service when necessary.
· Update current player list from ABF to CS3.
· Deal with Paul Lavings for Club requirements
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· Assist directors where necessary.
· Prepare a suitable roster for directors and arrange for fill ins where necessary.
· Ensure bridgemates and computer systems are updated and working well.  
· Troubleshoot when others have problems.  
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· Organize and administer the running of the Congress.
· Collaborate with other Club members in carrying out preliminary and follow-up tasks to ensure the Congress runs smoothly.
[bookmark: _Toc226195531]Bridge Events Coordinator
On an annual basis:
· Commencing no later than October of the prior year, prepare the next year’s draft calendar of events.  Recommended that events should include all club hosted special events; AGM; all regional events hosted at the club; other regional events where MBC members are invited to attend; congresses which have been deemed to be relevant to a number of members. It is also valuable to be aware of any clashes with public holidays.  Draft calendar to then be reviewed with Kevin Tant and committee members.  Once conditional internal approval provided, draft calendar to be sent for review by other regional clubs, notably Batemans Bay, Moruya and Nowra; and then a final provided to committee for review.
· Upon acceptance of final calendar (noting that some NSWBA events will probably still be TBC), update website calendar with both special events and also regular bridge sessions, for the coming year
· Prepare sign up sheets for all events which require registration and place on the noticeboard at the clubhouse
· Prepare one page calendar view for members  – upload to website and email out to members
· Prepare a calendar upload for those members who want one (CSV format)
· Maintain event information containing all pertinent information related to each event, as well as the actual calendar of events (plus school holidays, public holidays and congress dates).
 
On a monthly basis (towards the end of the prior month):
· Review upcoming events at the clubhouse.  If any events need to be advertised with other regional clubs – do so. 
· Send out email update to club with details of upcoming events next month
· Send out email update to club directors with director-relevant details of upcoming events next month
· Send out email to committee members flagging any special events which require additional committee actions (catering needs – pre or post event activities – prizes etc)
 On an adhoc basis:
· Update website and your own copy of the calendar as event details change
· Update facebook group (internal audience) and facebook page (external audience) with details of the coming week’s bridge games.
· After each honour roll event, arrange for trophy to be inscribed with winners name(s); update honour roll on the website
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· Maintain and update the current four major mediums for publicising the club.
Facebook page (https://www.facebook.com/Mollymook-Bridge-Club-2037658456553324).  This is external facing and open to the public.  Content here should be mostly for the consumption of non-members – for example details of the upcoming week’s games, beginner lesson information and any special event write ups appropriate for an external audience.  NB: This page only gets around 40-50 views per week, so to publicise something, we need to share to a group – typically the Ulladulla Notice Board or Milton, Mollymook, Narawallee and Ulladulla Community facebook groups.  As at the time of writing, current admins are Sue Tooth, Rowena Barton and John Reid.  Margaret Callan has editor access.

Facebook group page (https://www.facebook.com/groups/551235488930577).  This content is only available to group members – currently numbering around 50.  Access to the group must be approved by an admin.  Content here is for internal consumption – for example birthday celebrations, write ups of club events, reminders about drinks or nibbles at the clubhouse etc, any other stories only pertinent to our club members.  At the time of writing, current admins are Raewyn Duffy, Moira Heath, Lauri Perino, Sue Tooth and Jacky Dobson.

Website – News section.  This is external facing and open to the public.  I have tried to maintain this as the principal repository of all news stories (other than those which should be for internal club only); with some of the news stories then being cross posted to facebook etc.

Website home page.  Content here is mostly static.  The major updates here would be things like beginner lessons 
 
· Activities
· Memorialise special club events by taking photos, and where possibly provide a write up.  All write ups should be uploaded to website News and some might also be included in the ad hoc facebook group or facebook page updates.  Share to regional boards any facebook content where we want to increase circulation.
· Try to identify and thank special contributions by members (bakers are my current flavour of the month)
 
· On a Monthly/Bi-Monthly basis
· Send out a general update to club members.  This might include: birthday wishes to people with birthdays in coming month(s); a bio on one of our club members; content of any interesting news articles which have been posted on the site but otherwise not shared with members; Dob ‘em to Bob – any general updates on health/welfare for club members.  Lean-in to Learning with Leigh
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· The ongoing survival if the club is dependent on transitioning new members into the club, which requires a coordinated training and mentoring program, to transition the skills of new members from novice bridge players, to where they can comfortably and competently participate in regular bridge activities within the club.
· Liaise with highly skilled bridge players within the club to provide specific content and training for new and improving club members.
· Liaise with highly skilled club members to provide specific sets of bridge hands to assist with specific training for new and improving club members.
· Provide and communicate a road map of training for club members.
· Coordinate and communicate regarding training sessions within the club to ensure training sessions are effective.
· Work with highly skilled club members to develop MBC standard system cards for Beginners and Improvers, maintain the system cards and ensure effective distribution of the system cards within the club.
· Coordinate and manage a mentor program to ensure effective development of Beginner and Improver club members.
· Be the primary point of contact for all training activities.
[bookmark: _Toc226195534]Social Activities Coordinator
· The role of the social events coordinator is to coordinate the social activities of the club, working directly with the Committee and liaising with club members to achieve successful implementation of each of the social activities.
· Review the social activities from previous seasons and then determine the social activities for the upcoming season.
· Liaise with the President and Committee to ensure the proposed social activities for the upcoming year reflect the current opinions and preferences of club members and supporters.
· Provide the committee with the recommendations for the proposed social activities for the coming year.
· Identify appropriate venues for annual social events and liaise with the President and Committee for agreement.
· Create the marketing information for each social activity which can be provided to club participants to assist in the promotion of club social activities
· Liaise with the social media coordinator to create posts that promote club social activities
· Be the primary point of contact for all social activity enquires.
[bookmark: _Toc226195535]Public Officer
· To be elected at the AGM
· Point of contact with the department of fair trading.
· Ensure that the annual return is sent to dept of fair trading. 
[bookmark: _Toc226195536]Cleaning & Outdoor Maintenance
· Mow nature strip
· Put out bins
· Maintain gardens
· Liaise with cleaner
· Liaise with trades when required
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1.2.3  Club Masterpoint Secretaries &
Each club should appoint a club masterpoint seeretary to administer the Scheme within the club. The
club masterpoint seeretary is responsible for the allocation of masterpoint awards for club events at
grades F, E and D and for completing and submitting the returns to the ABF Masterpoint Centre. The
club masterpoint sceretarics also advise the Masterpoint Centre of changes to player details, new
members, and membership non-renewals. The club masterpoint secretary is expected to act as the go-
between the club members and the ABF Masterpoint Centre.




