
Position Descriptions for the Management Committee 
 
The President: 
a) Shall hold a proficient SLSA Bronze Medallion; 
b) Shall report to the Management Committee; 
c) Shall be the public representative of the Club and represent the Club at functions 

as required; 
d) Shall chair all General, Executive Committee and Management Committee 

Meetings unless absent or unwilling; 
e) Shall take a lead role in negotiating any partnerships or arrangements with other 

organisations; 
f) Shall act as an independent and equitable leader of the Club; 
g) Shall ensure that all records, documents and transactions of the Club are 

transparent and comply with the Act and relevant legislation; 
h) Shall oversee the duties and functions of all Officers and Members within the 

Club; 
i) Shall be ex-officio on all sub-committees, or appoint the Deputy President as 

proxy; 
j) Shall be a signatory to all club financial accounts; 
k) Shall be responsible for issuing keys to Members and maintaining a register of 

keys issued; 
l) Shall, along with the Treasurer, be a signatory to the Club’s Audited Financial 

Statements; 
m) May be exempt, while holding office, from all active duties; and 
n) May issue directives to specific Members or the Membership in general, in 

regards to club any aspect of the Club. 
 
The Deputy President: 
a) Shall report to the President; 
b) Shall hold a proficient SLSA Bronze Medallion; 
c) Shall assist the President and assume the duties of President in the President’s 

absence;  
d) Shall be responsible for the marketing aspects of the Club, including funding, 

grants and sponsorship; and 
e) May be appointed a specific portfolio, task or duty by the President or the 

Management Committee. 
 
The Secretary: 
a) Shall not necessarily hold an SLSA Award; 
b) Shall report to the President; 
c) Shall be responsible for all administration in the club, including correspondence, 

membership administration and meeting administration; 
d) Shall oversee the duties and functions of all administrative Officers within the 

Club, i.e. Officers whose role does not involve frontline lifesaving services; 
e) Shall be responsible for the organisation of presentation events including the 

administration of awards, certificates and trophies; 
f) Shall be ex-officio on all sub-committees; 
g) Shall be a signatory to all club financial accounts; 
h) May be exempt, while holding office, from all active duties; and 
i) May issue directives to specific Members or the Membership in general. 
 
 
 
 
 



The Treasurer: 
a) Shall not necessarily hold an SLSA Award; 
b) Shall report to the President; 
c) Shall be responsible for the financial records of the Club and ensure that all 

monies, cheques, etc, are deposited without delay into the Club’s financial 
accounts; 

d) Shall, along with the President, be a signatory to the Club’s Audited Financial 
Statements; 

e) Shall provide accurate financial statements to the Management Committee at each 
Management Committee meeting, and shall prepare and present the Audited 
Financial Statements to Members at each Annual General Meeting; 

f) Shall be a signatory to all club financial accounts; 
g) Shall, upon direction of the Management Committee, place any funds of the Club 

into such accounts as the Management Committee deems appropriate; 
h) May be exempt, while holding office, from all active duties; and 
i) Shall only make such payments such as have been passed by the Management 

Committee or Executive Committee, or under delegated powers in Rule 25. 
 
The Club Captain: 
a) Shall hold a proficient SLSA Bronze Medallion; 
b) Shall report to the President; 
c) Shall be responsible for all operations of the Club in terms of lifesaving, 

education, surf sports, junior activities and development; 
d) Shall be responsible for the conduct of all Club Members whilst on the beach or 

whilst engaged in representing the Club in any manner; 
e) Shall appoint Patrol Captains and be responsible for the organisation of patrol 

groups and patrol rosters; 
f) May be exempt, while holding office, from all active duties; 
g) May issue directives to specific Members or the Membership in general, in 

regards to the club’s operations; and 
h) Shall ensure that Active Members have access to standard operating procedures, 

policies and relevant documents. 
 
The Club Vice Captain: 
a) Shall hold a proficient SLSA Bronze Medallion; 
b) Shall report to the Club Captain; 
c) Shall be responsible for issuing reminders to patrolling members regarding their 

rosters; and 
d) Shall assist the Club Captain and assume the duties of Club Captain in the Club 

Captain’s absence. 
 
The Chief Training Officer: 
a) Shall hold a proficient SLSA Bronze Medallion; 
b) Shall hold a SLSA Training Officer Certificate or equivalent qualification, or 

higher, and proficient accreditation as an SLSA Training Officer; 
c) Shall report to the President; 
d) Shall be responsible for arranging training and education of all Members for surf 

lifesaving awards and qualifications; 
e) Shall appoint Training Officers to courses, and liaise with the relevant personnel 

for the organisation of assessment of courses; 
f) Shall arrange proficiencies for all Active Members in the Club; 
g) Shall assist and support the role of the Junior Education Officer to provide Surf 

Education to the club’s junior activities members; and 
h) Shall notify Members regarding education courses and opportunities within the 

club and courses organised by affiliated or external organisations. 
 



The Deputy Chief Training Officer: 
a) Shall hold a proficient SLSA Bronze Medallion; 
b) Shall strive to gain the SLSA Training Officer Certificate or equivalent 

qualification, or higher, and accreditation as an SLSA Training Officer; 
c) Shall report to the Chief Training Officer; 
d) Shall assist the Chief Training Officer and assume the duties of Chief Training 

Officer in the Chief Training Officer’s absence. 
 
The Development Officer: 
a) Shall not necessarily hold an SLSA Award; 
b) Shall report to the Club Captain; 
c) Shall promote and organise development programs and opportunities for 

Members; 
d) Shall support the Club Captain in retention and recruitment programs for 

Members; and 
e) Shall focus especially on development activities and member services for Junior 

Activities, Cadet and Active (15-18) Members. 
 
The Surf Sports Officer: 
a) Shall hold a proficient SLSA Bronze Medallion; 
b) Shall report to the Club Captain; 
c) Shall strive to gain SLSA Surf Coach and/or Surf Official accreditation, and 

ensure that there are a number of suitably trained Members with these 
accreditations within the Club; 

d) Shall appoint Sectional Captains and Coaches as required; 
e) Promote surf sports opportunities at club, regional, state and national level to 

Members; 
f) Coordinate coaching and competition opportunities for the Club and Members; 

and 
g) Provide opportunities for Members to be involved in a range of surf sports events. 
 
The Powercraft Officer: 
a) Shall hold a proficient SLSA Bronze Medallion; 
b) Shall hold a proficient SLSA IRB Crew Certificate and SLSA Silver Medallion 

IRB Driver; 
c) Shall report to the Club Captain; 
d) Shall be responsible for the maintenance, repair and servicing of club powercraft 

and all terrain vehicles; 
e) Shall ensure that club powercraft and vehicles are ready to respond to 

emergencies at all times; 
f) Shall liaise with the Chief Training Officer for the training of members for 

powercraft awards; and 
g) Shall promote powercraft competition to members as appropriate, in liaison with 

the Surf Sports Officer. 
 
 
 
 
 
 
 
 
 
 
 



The Junior Activities Coordinator: 
a) Shall hold a proficient SLSA Bronze Medallion;  
b) Shall report to the Club Captain and Surf Sports Officer; 
c) Shall strive to gain SLSA Surf Coach, Surf Official or Age Manager accreditation 

and to have a suitably trained number of these personnel and water safety for 
junior activities events; 

d) Shall appoint Age Managers and ensure that all Age Managers have completed 
the necessary training and induction; 

e) Shall conduct risk assessments and hazard identification prior to any junior 
activities events occurring, and shall liaise with the Patrol Captain and Club 
Captain regarding the conduct of junior activities events; and 

f) Shall conduct surf sports competition and coaching for Junior Activities Members 
under the guidance of the Surf Sports Officer. 

 
The Junior Education Officer: 
a) Shall not necessarily hold an SLSA Award, but should ideally hold similar 

qualifications to the Chief Training Officer; 
b) Shall report to the Chief Training Officer and the Junior Activities Coordinator; 
c) Shall coordinate all Junior Surf Education programs; and 
d) Shall liaise with the Chief Training Officer for the appointment of Training 

Officers to Junior Surf Education segments that involve accredited training i.e. 
resuscitation, emergency care and Surf Rescue Certificate. 

 
The Publicity Officer: 
a) Shall not necessarily hold an SLSA Award; 
b) Shall report to the President and Secretary; 
c) Shall develop and maintain contact with local media outlets to promote the Club 

and its activities; 
d) Shall promote the Club’s events and activities as required; and 
e) Shall utilise a mix of media to promote the Club, including print, online, social 

networking, etc. 
 
 
The Membership Officer: 
a) Shall not necessarily hold an SLSA Award; 
b) Shall report to the Secretary; 
c) Shall present Applications for Membership to the Management Committee for 

review; and 
d) Shall assist the Secretary in the maintenance of the Membership Records of the 

Club. 
 
The Facilities and Safety Officer: 
a) Shall not necessarily hold an SLSA Award; 
b) Shall report to the President; 
c) Shall be responsible for clubhouse security; 
d) Shall be responsible for the maintenance and cleanliness of the building; 
e) Shall coordinate the club’s work health and safety arrangements; and 
f) Shall coordinate facilities hire. 
!
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