Basic Responsibilities

President:

Responsible for the over-all running of the club. Chairs the executive meetings. Is one of the club signing authorities. IS one of the members of the personnel and awards committees. Is one of the representatives of the club to the Region and attends the Regional meetings. Is responsible for maintaining communication with the head and other coaches regarding club policies and general operation.

1st Vice President:

This is the position of meet manager. The meet manager looks after and delegates duties to make sure the meet that the club hosts runs as smoothly as possible for the least amount of money.

The meet manager needs people to look after food for deck officials, a clerk of the course, someone to look after the computer room, people to look after approaching sponsors and heads a committee that reviews the meet package and makes necessary changes.

2nd Vice president:

The director of fundraising / BINGO manages the application to the govenement for Bingo and coordinates the parents that fulfill the bingo agreement. The VP BINGO is responsible or all applications to the government for grants or funds that can be applied for as anon-profit society.

2nd vice President:

The director of club fundraising head the committees that run fundraisers that are presented to the membership through out the year. It is not the director’s job to run these fundraisers, but to head the committee that runs these events; coordinate the timing of these fundraisers, approve the club’s participation in these events as being suitable for a family oriented organization and to track the profit earned by each family towards their fundraising deposits.

Past President:

Is the liaison between the coaches and the parents. Becomes a buffer between the coaches and parents. This is to promote the smooth running of the deck when the coaches are with the swimmers. This is for professional and safety reasons. Any concerns can be brought tot the past president and he/she will answer these concerns or bring them to the attention of the coaches.

Secretary:

Makes a mailing list of the new executive at the beginning of the year. One copy is sent to the BCSSA and one to pool management. Copies are made for the club representatives to take to the first Regional meeting of the year. Each executive member has a copy.

At the beginning of the year the secretary registers the society with the Registrar of Companies. The form is available through the procedure manual. There is a fee.

The secretary books the meeting room for the executive meetings, and the room for the awards ceremony at the end of the year.

Take minutes at the meetings and emails the out within 7 days of each meeting. 

Is back up for the president in questions of polices and procedures at meetings and in conflict resolution.

Treasurer:

Changes the signing authorities for the New Year. (Usually Treasurer, President, Vice-president and Secretary).

Holds one set of keys for the mailbox. Provides information to the 2nd-vice president for Bingo, casino and Student Grant applications. Maintains accounts, books and communication with club accountant.

Assists registrar on registration day.

After the August statement the books are sent to the accountant. It is important to do this as soon as possible so that the books are back by the AGM.

Registrar:

In September registers with the BCSSA. Any fall waterpolo players need to be registered with BC waterpolo.

IN January the registrar recommends registration fees and categories to the Executive. A date and location is selected for the registration in March. The registrar makes the necessary arrangements. A Swimreg program is prepared for the swim meet coordinator.

Leisure centre pass cards are prepared.

Registration day:

Make sure there are tables and chairs. Checks and initials the date of birth of all new swimmers. The treasurer helps with receipts and money. In April enters and updates all active members in swimming program. Distributes list to coaches, fundraising directors, communications rep and treasurer.

In May a list of all registered members is sent to the Leisure centre. In June and July registered swimmers for Hammond Program.

Sends reports to the Regional registrar as per the BCSSA manual for registrars and appropriate time line.

Swim meet Coordinator:

Receive invitation to swim meets from other clubs. The executive decides which meets to attend and the coordinator send back replies. Makes files for accepted meets with the due dates on them. Each package should be copied for the records director, coaches and bulletin board. 

Coordinator enters events into current BCSSA program. 5 days before the entries are due to the host club the coordinator posts the entries for members to check for accuracy. Posting dates should be circulated so that all members have a chance to check against the meet package. After the due date there are no changes unless provided of in the meet package.

Meet entries are due at least one week before each meet.

Swim meet coordinator adds up the meets fees for out of region meets and requests cheque from the treasurer.

Director of Officials:

Responsible for understanding the rules governing summer swimming, FINA waterpolo, and Star testing for synchronized swimming and maintaining the club’s copies of the BCSSA rule books. Reads each met package to find out what officials are required from the club at the meet. The Monday prior to the meet posts a list of the requirements for timers, recorders for parents to sign; then takes this list to each meet and posts it at the officials’ table.

Communicates information about the official’s clinics and encourages parents to attend. Works with the Regional Director of Officials and maintains sufficient qualified officials in the club. Keeps a record of the clinics club members have attended.

Director of Swimwear:

At the beginning of the season makes arrangements for the purchase of swimwear. Recommends a suit and the price to the Executive for approval. Makes arrangements with the treasurer for the cheque.

At registration distributes swimsuits to eligible members. At the beginning of the season and during the season makes the swim wear accessories available for  purchase by the membership through the retail contact.

Director of Communications:

Arranges for the ads needed throughout the season for the 3 different registrations. Creates and updates pamphlets, posters and newspapers ads. Writes the articles containing the results for the 3 disciplines and their competitions. Works with the other directors, executive and coaches to be the hub of communication through email and phone to be sure the all club members are up date with information. 

Director of Equipment:

Maintains a catalogue of inventory for the club so that we can keep equipment up to date and current to the club’s numbers. Checks regularly all big items owned by the club to be sure it is all in working order. Brings concerns about replacing any equipment to the executive. Works with the coaches to bring their requests for equipment to the executive.

Works with vice president/Bingo in applications for specific equptment.

Director of records:

Creates spreadsheet for each competitive swimmer. Tracks best times after each sanctioned meet. (Hands across the Fraser doesn’t count) Coordinates with the director of awards the retrieving of the awards after each meet. The results are obtained from the swim meet coordinator. Inform director of awards when each swimmer completes their 8, 16 and 24 best times. Track “A” and ”B” points for aggregates at the wards banquet at the end of the season, report the results to the director of awards.

Present the recipients of the final award to the executive at the end of the season so that the director of awards can finalize the ordering of trophies and ribbons. Manages with the director of awards, the award presentations at the end of season banquet.

Director of Awards:

During the competitive swim season work with the director of records to make sure ribbons are ordered in a timely fashion so that swimmers do not have to wait long for their best time awards. Get the number of Hammond development swimmers so that they have their ribbons at the end of their session. Order the ribbons and aggregates for the Haney Neptunes invitational, according to the meet package. Work with the director of records, and the coaches of all the disciplines so that the winners of timed and subjective awards are ordered in time for the end of season banquet. Coordinate the voting and results of the most sportsmanlike member of the club, voted on by the swimmers.

Directors of Disciplines:

Head the hiring committees of each of the disciplines. Act as the manager of each discipline and run the administrative end of each while the coaches run the technical aspects of each discipline. Their job is to bring any conflicts between members to the President and the past President, liaison to the coaches. Be on disciplinary juries should any major problems arise with the President, past president and director of officials.

