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BYRA OFFICE BEARERS DUTY STATEMENTS

BYRA is an amateur sailing club administered by volunteers elected from its members. The elected members form a General Committee and a Race Committee 

GENERAL COMMITTEE:-

The General committee meets on the last Wednesday of each month unless advised otherwise and is responsible for the day to day running of the club. The following Office Bearers make up the General Committee -

COMMODORE

1. Chair general committee meetings

2. Oversee running of club

3. Ensure all business in carried out in accordance with the constitution

VICE COMMODORE

1. Deputise for Commodore in his absence

2. Chair Race Committee meetings

3. Present minutes of Race committee meetings at general committee meetings

4. In conjunction with Race Secretary oversee BYRA club racing

REAR COMMODORE

1. Officer of the day on race days

2. Organise rescue boats and crews

SECRETARY 

1. Invite Committee members to General Committee meeting last Tuesday of the month.

2. Take minutes at general committee meetings.

3. Collect and vet incoming correspondence. 

4. Direct inquiries from members and non members to the appropriate office bearers.

5. Present at incoming and outgoing correspondence at general committee meetings.

6. Write letters (outgoing correspondence) as requested by Committee.

7. Organise election of office bearers at AGM

8. Organise AGM, ie send invites to all members and VIP’s

9. Send paperwork(Form 9, 11 and 12) to Fair Trading department(download from Fair Trading website) within 4 weeks of AGM

10. Obtain Aquatic Licence from “NSW Maritime”

TREASURER

1. Collect all moneys addressed to BYRA

2. Pay all accounts (write cheques) as decided at committee meetings

3. Keep records of all financial transactions pertaining to BYRA

4. Present financial statement at committee meetings

5. Arrange for audit of BYRA finances

CLUB CAPTAIN

6. Organise all maintenance of BYRA Club House

7. Organise all maintenance of BYRA rescue boats

8. Organise all maintenance of BYRA training boats

CLUB VICE CAPTAIN

9. Assist Club Captain

REGISTRAR (nominated from Committee members)

10. Receive all applications for BYRA membership and keep in a register(folder) for the year.

11. Register all YA members on the YA website register.

12. Pass all membership monies to Treasurer or bank the money and let treasurer know.

13. Create and maintain accurate list of members and their addresses, phone numbers and email addresses. Post a copy of phone numbers and names only on board near the phone.

14. The membership list details shall be treated confidentially.

5 COMMITTEE MEMBERS

15. Assist other office bearers in their tasks as requested

16. Organise special and social events as requested

17. Organise and co-ordinate canteen duties and ordering of food (Canteen Manager)

18. One Committee member to be in charge of hall hire.

19. One Committee member to organize grants to be obtained and sponsorship.
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