
CRAVEN MOUNTAINEERING CLUB 

CHAIRMAN’S ROLE -  

The Chairman’s role consists of two separate parts: 

 Planning and running meetings, being sure everything is covered and decisions are made 
when required, keeping order, helping the group deal with differences of opinion and 
conflicts, being sure that everyone who wants to has a chance to speak. 
 

 Ensuring the Club as a whole makes and sticks to priorities and policies, serving as a 
spokesperson for the Club. 

CHAIRMAN’S RESPONSIBILITIES 

General Responsibilities (in line with the Club’s constitution) 

 To chair both Club and committee meetings 

 To be the spokesperson of the Club 

 To liaise closely with the Secretary about dates, arrangements, agendas, correspondence 
for committee meetings, and content of minutes 

 To liaise with the Treasurer about the financial state of the Club 

 To be familiar with all the Club’s rules and regulations contained in the constitution 
 

Before each Committee Meeting 

 Get together with the Secretary to go over the minutes of the last meeting, plan the agenda, 
and agree which decisions need to be made at the meeting 

 Ensure that all information, documents, and papers are at hand for the meeting 
 

At that Meeting 

 Start the meeting on time 

 If necessary set a time limit for any items which are likely to continue for a lengthy period,  

 Facilitate discussion during the meeting and encourage all members to participate 

 Bring items on the agenda to a conclusion with a brief review of points, which may involve 
inviting specific proposals from the committee 

 If a vote has to be taken ask for a formal proposal and clarify the procedure.  In the event 
of a tie the Chairman may have the casting vote 

 At the close of a meeting make arrangements for the next meeting and liaise with the 
Secretary on actions resulting from the meeting. 

  



CRAVEN MOUNTAINEERING CLUB 

GENERAL SECRETARY’S ROLE –  

The General Secretary’s role is to ensure that the club’s affairs are organised effectively in line with 

the constitution and the BMC’s guidance to clubs, and to deal with or delegate all of the 

administrative duties for the club. 

It is also to act as the first point of contact for the club and ensure prompt communication both 

internally and externally from the club. 

GENERAL SECRETARY’S RESPONSIBILITIES 

1) General  

 Maintain the club archive and act as ‘documents officer’ for all current documents 

relevant to the running of the club. 

 Act as contact point for individuals and organisations wishing to contact the club. 

 Ensure that all members have a copy of the club handbook, insurance details and 

officers’ contact details. 

 

2) Committee 

 Work with Chair to organise Committee meetings and prepare and distribute the 

agenda. 

 Attend and take minutes of committee meetings, distribute and publish on website. 

 Deal with club correspondence and admin.  

 

3) General Meetings 

 Organise the AGM  

 Work alongside Chair in advertising the AGM and send out agenda with 21 days clear 

notice. 

 Advertise Committee posts as open for nomination at least 3 weeks before AGM 

 Attend and take minutes of General Meetings, distribute and publish on website. 

 

4) Annual renewals  

 Send out renewal forms to all members in November/early December to allow for 

returns to General Secretary by end of Dec. 

 Maintain an accurate list of all members and their contact details.  

 

5) BMC 

 Complete BMC returns in January and provide quarterly updates.  

 Work with the treasurer to ensure all membership and affiliations (BMC) are accurate 

and paid on time. 

 Keep abreast of BMC club guidance and activities of interest to club members 

  



CRAVEN MOUNTAINEERING CLUB 

TREASURER’S ROLE -  

The Treasurer’s role is to manage and record the club’s finances by ensuring that the committee 

officers are kept informed of the current financial position, potential issues concerning income and 

expenditure and that of cash balances. The Treasurer should also be in a position to advise the 

committee on charges made on members and any constitutional or legal aspects that may affect 

the club’s financial transactions. 

TREASURER’S RESPONSIBILITIES 

 To ensure that, or set up if not established, a bank mandate exists to enable at least three 

signatories (usually the Treasurer, Hut Secretary and General Secretary). 

 

 To maintain records of income and expenditure in the cash book and to check the monthly 

bank statement.  

 

 To pay in receipts and to pay expenses. 

 

 To prepare annual account (currently with a year-end of 31st December) to include. 

- Income and Expenditure. 

- Balance Sheet. 

- Hut summaries. 

and to reconcile these with the bank statements and present these at the AGM. 

 To advise the committee on the level of members’ subscriptions. 

 To prepare for, attend and report at committee meetings. 

 To prepare an annual report for, and attend the AGM. 

  



CRAVEN MOUNTAINEERING CLUB 

SOCIAL SECRETARY’S ROLE -  

 To organise and co–ordinate social activities for club members. 

 To facilitate participation across all elements of the club and gear events appropriately. 

SOCIAL SECRETARY’S RESPONSIBILITIES 

 To organise a minimum of 4 yearly events and aim to develop regular social activities 
across the year. 
 

 To organise events that can potentially engage all members of the club. 
 

 Provide good quality events that justify the running cost and any costs to members. 
 

 To ensure that events break even and are run at no additional cost to the club other than 
those agreed by the committee. 
 

 To work with other members of the club to organise social events and delegate jobs where 
appropriate. 
 

 To make full use of the club support where ever possible. 
 

 To for each event where expenditure has taken place, submit records and receipts to the 
committee. 
 

 Provide a report for each committee meeting. 

 To prepare an annual report for, and attend the AGM.  

  



CRAVEN MOUNTAINEERING CLUB 

HUT MEET SECRETARY’S ROLE -  

The Hut Meet’s Secretary’s role is to organise and arrange a series of weekend Hut Meets from 

the end of September to the end March to take place at approximately monthly intervals. UK based 

and located for appropriate climbing and walking opportunities. 

To arrange for one of these meets to be the Christmas Hut Meet and coordinate the communal 

meal. 

To organise and arrange a longer (e.g. 1 week) hut stay in a prime UK location (e.g. Glenbrittle on 

Skye) 

HUT MEET SECRETARY’S RESPONSIBILITIES 

 To solicit preferences for hut locations from the membership. 

 To identify appropriate locations and available huts to fulfil the programme. 

 To recommend to the committee the standard charge/night/person that will be applied 
throughout that year. (exceptional charges are permissible on occasions) 
 

 To communicate with the selected hut administrators and book an appropriate number of 
spaces to fulfil the agreed programme. (this can be up to two years in advance for prime 
locations at prime times) 
 

 To arrange for a member to attend and act as leader and point of contact for the hut meet. 
(Someone who is likely to have knowledge of the area and the routes it can offer.) 
(Also to appoint an individual to liaise with attendees over potential communal meals) 
 

 To arrange payment of the Hut Fees to the hut administrator. 

 To help publicise the hut programme though the website and promote though the blog, email, 
and word of mouth. 
 

 To collect fees from members that intend to attend the hut meet. 

 To keep a record and communicate with the treasurer over finances relating to hut meets. 

 To prepare for, attend and report at committee meetings. 

 To prepare an annual report for, and attend the AGM. 

 

  



CRAVEN MOUNTAINEERING CLUB 

CLIMBING MEET SECRETARY’S ROLE -  

To organise and arrange a programme of Tuesday evening outdoor climbing meets from the end of 

March to the end September to take place weekly, located within reasonable access time from the 

craven district and at appropriate for the skill level of club members. 

To organise and arrange a programme of Sunday outdoor climbing meets from the end of March to 

the end September to take place at approximately fortnightly intervals, located as appropriate for a 

day trip and the skill level of club members. 

To appoint appropriate members as points of contact for the Tuesday and Friday night climbing 

wall meets between the end of September to the end March. 

CLIMBING MEET SECRETARY’S RESPONSIBILITIES 

 To gain agreement with the committee, compile and managing both the weekday and 
weekend climbing meets programme. 
 

 To maintain the climbing meets programme on the website and to work with the 
communications officer, committee and other members as appropriate to inform, publicise 
and promote climbing meets to members and potential members. 
 

 To enlist appropriate members to lead climbing meets, providing venue suggestions if 
requested. 
 

 To seek climbing meet venues suggestions from club members. 
 

 To encourage members and prospective members to attend climbing meets. 
 

 To act as contact for members wanting information about climbing meets. This will include 
potential attendees, meeting time and venue and agreeing alternatives in the case of 
weather or other factors.  
 

 To prepare and report to the committee meetings. 

 To prepare an annual report for, and attend the AGM. 

  
  



CRAVEN MOUNTAINEERING CLUB 

WALKING MEET SECRETARY’S ROLE -  

To organise and arrange a programme of Sunday walking meets throughout the year to take place 

at approximately monthly intervals, located as appropriate for a day trip and the capability and skill 

level of club members. 

WALKING MEET SECRETARY’S RESPONSIBILITIES 

 To compile, gain agreement with the committee and managing the walking meets 
programme. 
 

 To maintain the walking meets programme on the website and to work with the 
communications officer, committee and other members as appropriate to inform, publicise 
and promote walking meets to members and potential members. 
 

 To enlist appropriate members to lead walking meets, providing route suggestions if 
requested. 
 

 To seek walking meet routes suggestions from club members. 
 

 To encourage members and prospective members to attend walking meets. 
 

 To act as contact for members wanting information about walking meets. This will include 
potential attendees, meeting time and venue and agreeing alternatives in the case of 
weather or other factors.  
 

 To prepare and report to the committee meetings. 

 To prepare an annual report for, and attend the AGM. 

.  



CRAVEN MOUNTAINEERING CLUB 

NEW MEMBERS SECRETARY’S ROLE -  

The New Members Secretary’s role is to act as the contact point for new enquiries and prospective 
members and to oversee their progress. 

NEW MEMBERS SECRETARY’S RESPONSIBILITIES

 To act as the contact point for new enquiries and prospective members. 

 

 To advise all those enquiring about membership of the club about the nature of the club’s 

activities. 

 

 To advise all those enquiring about membership of the club about eligibility for membership 

and the prospective membership process. 

 

 To forward prospective membership documentation to those wishing to become 

prospective members, and collect the introductory fee. 

 

 To maintain a record and contact details of all those wishing to become prospective 

members. 

 

 To ensure that both the Communications Officer and Chairman have an up to date list of 

prospective members. 

 

 To allocate and arrange a ‘Buddy’ member for each prospective member as a companion 

for their first three meets. (the Buddy can delegate the prospective member to other 

members for some meets if required) 

 

 To maintain a record of meets attended by prospective members. 

 

 To advise the committee when a prospective member has attended three qualifying meets. 

 

 To liaise with the Buddy over suitability for full membership of the club and to advise the 

committee on their views. 

 

 To ensure the smooth transition to full membership of qualifying prospective members, 

including communicating directly with the General Secretary and the Communications 

Officer regarding membership and arranging full access to the website. 

 

  



CRAVEN MOUNTAINEERING CLUB 

COMMUNICATIONS OFFICER ’S ROLE -  

The role of the Communications Officer is to create a feeling of ‘belonging’ amongst the club 

membership by providing information about both past events and the future programme, raising 

awareness about relevant points of discussion within the club membership, and communicating 

this to members through a variety of media. 

The role also involves ensuring that the club is effectively promoted as widely as possible within 

the geographical area served by the club. 

The role also includes liaising with whoever is responsible for the maintenance of the website to 

ensure that it is kept vibrant and up to date and serves an effective role in promoting the club. 

COMMUNICATIONS OFFICER’S RESPONSIBILITIES 

 To compile quarterly news letters or (digests) for distribution to the membership via email. 

And to publish the newsletter on the website. 

 

 To review the website content to ensure that it is up to date and relevant. 

 

 To create an occasional editorial publicising the club and its activities for approval by the 

committee and distribution to the press. 

 

 To create occasional advertising for the club and its activities or special events for approval 

by the committee and placement in appropriate media in line with the advertising budget. 

 

 To proactively maintain the Club’s Facebook and LinkedIn pages. 

 

 To administer the Twitosphere. 

 

  



CRAVEN MOUNTAINEERING CLUB 

VICE CHAIRMAN’S ROLE -  

There are two elements of the role of a Vice Chairman. One is to deputise for the Chairman in his 

or her absence, the other is to provide support to the chairman. 

VICE CHAIRMAN’S RESPONSIBILITIES 

 

 


