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Role Description - Club President 

Role: The Club President is the principal leader of the club and has overall responsibility for club management 

and administration. 

Responsible To: Club members and affiliated parent associations. 

Responsibilities: The Club President is the principal leader of the club and has overall responsibility for the 

management of the club. The President: 

1. Ensures the Club is managed in accordance with its Constitution 

2. Is the chair at every Executive Committee or General meeting 

3. Lǎ ǘƘŜ ΨŦŀŎŜΩ ƻŦ ǘƘŜ Ŏƭǳō ŀƴŘ ǊŜǇǊŜǎŜƴǘǎ ǘƘŜ Ŏƭǳō ŀǘ ŀƭƭ ǊŜƭŜǾŀƴǘ ǇǊŜǎƛŘŜƴǘΩǎ ŎƻƴŦŜǊŜƴŎŜǎ ŀƴŘ ǎǘŀǘŜ ŀƴŘ 

national meetings as required 

4. Iŀǎ ƻǾŜǊŀƭƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ǘƘŜ ŎƭǳōΩǎ ƳŀƴŀƎŜƳŜƴǘ ŀƴŘ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ 

5. Is responsible for calling all executive and general committee meetings 

6. Represent HLSC as a non-voting member of the LSV Lifesaving Operations Council 

Member of: Club Board. 

Knowledge & Skills Required: 

1. Essential 

a. Well informed about Club activities 

b. Lǎ ŀǿŀǊŜ ƻŦ ǘƘŜ /ƭǳōΩǎ ŦǳǘǳǊŜ ŘƛǊŜŎǘƛƻƴ ŀƴŘ plans of members 

c. Has a good working knowledge of the constitution, rules and duties of all club office holders 

and sub-committees 

d. High degree of leadership skills, including the ability to organise and delegate tasks 

e. A strong communicator 

f. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the President 

g. Possess a Working with Children check 

2. Desirable 

a. Previous or current patrolling member 

b. A previous Board Director (apart from President)  

c. An effective negotiator and facilitator 

Duration of Appointment: One year. 

Method of Appointment:  The President is appointed by a vote of members at an election held at the Club 

AGM in accordance with the Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Club President is 

10 hours per week. 

  



 
Role Description - Director (Lifesaving Operations) 

Role: ¢ƘŜ 5ƛǊŜŎǘƻǊ ό[ƛŦŜǎŀǾƛƴƎ hǇŜǊŀǘƛƻƴǎύ Ƙŀǎ ƻǾŜǊŀƭƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ǘƘŜ ŎƭǳōΩǎ ƭƛŦŜǎŀǾƛƴƎ ǎŜǊǾƛŎŜǎΦ 

Responsible To: Club President and Board. 

Responsibilities: The Director (Lifesaving Operations) is responsible for: 

1. Management of the club lifesaving team and providing appropriate oversight of their activities  

2. Coordinating all functions associated with the provision of lifesaving services, including the 

maintenance of efficient, quality patrols 

3. Reviewing and implementing any directives/policies provided by LSV and SLSA 

4. Communicating as necessary with local authorities on patrol operations 

5. Providing a report at each Board meeting on their area of responsibility to the Secretary 

6. Providing an annual report on their area of responsibility to the Secretary prior to the AGM 

7. Liaising regularly with the President on their area of responsibility 

8. HLSC Delegate (voting member) of the LSV Lifesaving Operations Council 

Member of: Club Board and the Club Lifesaving Team. 

Knowledge & Skills Required: 

1. Essential 

a. Well informed about Club activities  

b. Iŀǎ ŀ Ŧǳƭƭ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ǘƘŜ /ƭǳōΩǎ ǊŜǉǳƛǊŜƳŜƴǘǎ ǘƻ ƳŜŜǘ ƛǘǎ ƭƛŦŜǎŀǾƛƴƎ ǇŀǘǊƻƭ ƻōƭƛƎŀǘƛƻƴǎ 

to LSV  

c. Has a full understanding of the requirements for lifesaving services in all areas of their 

responsibility, including patrolling award structures, first aid, communications, Powercraft 

and equipment 

d. Is able to organise and delegate effectively to their team members 

e. High degree of leadership skills and is a strong communicator 

f. Is a patrolling member 

g. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the Director (Lifesaving Operations)  

h. Possess a Working with Children check 

2. Desirable 

a. Holds all required awards required for the Club to meet its lifesaving patrol obligations to LSV  

b. A previous office holder in the Lifesaving team 

Duration of Appointment: One year. 

Method of Appointment: The Director (Lifesaving Operations) is appointed by a vote of members at an 

election held at the Club AGM in accordance with the Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Director 

(Lifesaving Operations) is 8 hours per week.  



 
Role Description - Director (Club Development) 

Role: ¢ƘŜ 5ƛǊŜŎǘƻǊ ό/ƭǳō 5ŜǾŜƭƻǇƳŜƴǘύ Ƙŀǎ ƻǾŜǊŀƭƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ǘƘŜ ŎƭǳōΩǎ ŘŜǾŜƭƻǇƳŜƴǘ ŀƴŘ ǘǊŀƛƴƛƴƎ 

services. 

Responsible To: Club President and Board. 

Responsibilities: The Director (Club Development) is responsible for: 

1. Management of the club development team and providing appropriate oversight of their activities  

2. Coordinating all functions associated with the provision of development and training services 

3. Responsible for reviewing and implementing directives/policies for club development and training 

provided by LSV and SLSA 

4. Responsible for organising all award and non-award training required by the club to meet its patrol 

obligations 

5. Providing a report at each Board meeting on their area of responsibility to the Secretary 

6. Providing an annual report on their area of responsibility to the Secretary prior to the AGM 

7. Liaising regularly with the President on their area of responsibility 

8. HLSC Delegate (voting member) of the LSV Aquatic Sports Council 

Member of: Club Board and the Club Development Team. 

Knowledge & Skills Required: 

1. Essential 

a. Has a full understanding of the cƭǳōΩǎ р ȅŜŀǊ {ǘǊŀǘŜƎƛŎ tƭŀƴ ŀƴŘ ƛǎ ǿŜƭƭ ƛƴŦƻǊƳŜŘ ŀōƻǳǘ club 

activities 

b. Has a full understanding of the requirements for development and training in the following 

areas of their responsibility, including award/non-award training, club strategic planning and 

competition 

c. Is able to organise and delegate effectively to their team members 

d. High degree of leadership skills and is a strong communicator 

e. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the Director (Club Development) Possess a Working with Children check 

2. Desirable 

a. Previous or current club Chief Instructor 

b. A previous office holder in the development team  

Duration of Appointment: One year. 

Method of Appointment:  The Director (Club Development) is appointed by a vote of members at an election 

held at the Club AGM in accordance with the Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Director (Club 

Development) is 8 hours per week.  



 
Role Description - Director (Junior Activities) 

Role: ¢ƘŜ 5ƛǊŜŎǘƻǊ όWǳƴƛƻǊ !ŎǘƛǾƛǘƛŜǎύ Ƙŀǎ ƻǾŜǊŀƭƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ǘƘŜ ŎƭǳōΩǎ ƧǳƴƛƻǊ ŀƴŘ ȅƻǳǘƘ activities 

programs. 

Responsible To: Club President and Board. 

Responsibilities: The Director (Junior Activities) is responsible for: 

1. Management of the club junior activities team and providing appropriate oversight of their activities  

2. Coordinating all functions associated with the provision of a program that will facilitate the transition 

of junior/youth  members into advanced lifesaving and competition activities 

3. Responsible for reviewing and implementing directives/policies for club junior and youth 

development  and training provided by LSV and SLSA 

4. Responsible for organising all award and non-award training required by the junior activities team to 

ŘŜƭƛǾŜǊ ǘƘŜ ŎƭǳōΩǎ ƧǳƴƛƻǊ ŀƴŘ ȅƻǳǘƘ ŀŎǘƛǾƛǘƛŜǎ ǇǊƻƎǊŀƳǎΦ 

5. Providing a report at each Board meeting on their area of responsibility to the Secretary 

6. Providing an annual report on their area of responsibility to the Secretary prior to the AGM 

7. Liaising regularly with the President on their area of responsibility 

8. HLSC Delegate (voting member) of the LSV Youth & Leadership Development Council 

Member of: Club Board and the Club Junior Activities Team. 

Knowledge & Skills Required: 

1. Essential 

a. Age Group Manager Facilitator 

b. Iŀǎ ŀ Ŧǳƭƭ ǳƴŘŜǊǎǘŀƴŘƛƴƎ ƻŦ ǘƘŜ ŎƭǳōΩǎ ƧǳƴƛƻǊ ŀƴŘ ȅƻǳǘƘ ŜŘǳŎŀǘƛƻƴ ǇǊƻƎǊŀƳǎ and a 

commitment to the principles of junior and youth participation in lifesaving 

c. Has a full understanding of the program requirements for junior and youth activities and 

training in the following areas of their responsibility, including Nippers, YIPS, water safety, 

equipment and award/non-award training 

d. Is able to organise and delegate effectively to their team members 

e. High degree of leadership skills and is a strong communicator 

h. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the Director (Junior Activities)  

i. Possess a Working with Children check 

2. Desirable 

a. A previous office holder in the junior activities team  

b. A background in junior or youth education 

c. A parent of a current or previous  junior member  

Duration of Appointment: One year. 

Method of Appointment:  The Director (Junior Activities) is appointed by a vote of members at an election 

held at the Club AGM in accordance with the Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Director (Junior 

Activities) is 8 hours per week.  



 
Role Description - Club Secretary 

Role: ¢ƘŜ /ƭǳō {ŜŎǊŜǘŀǊȅ Ƙŀǎ ƻǾŜǊŀƭƭ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ǘƘŜ ŎƭǳōΩǎ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ services and communication. 

Responsible To: Club President and Board. 

Responsibilities: The Secretary is responsible for: 

1. Management of the club administration team and coordinating all administrative services functions  

2. Responsible for reviewing and implementing directives/policies for club administration provided by 

LSV/SLSA 

3. Responsible for ensuring the club communicates effectively and regularly with members/stakeholders 

4. Receiving, disseminating (in a timely manner) and recording all correspondence relating to the club 

5. The preparation of the annual club report 

6. Maintenance of the club constitution, by-laws and rules 

7. Authorising club orders, invoices, receipts and payments in conjunction with the Director (Finance) 

8. Acting as the Club Registrar (Surfguard) and ensuring all member records are maintained, including 

Working with Children compliance 

9. Securing the club Seal, official documents and maintaining club records, archives and documentation  

10. Responsible for the scheduling of Board meetings and the AGM 

11. Providing a report at each Board meeting on their area of responsibility  

12. Providing an annual report on their area of responsibility prior to the AGM 

13. Liaising regularly with the President on their area of responsibility 

Member of: Club Board and the Club Administration Team 

Knowledge & Skills Required: 

1. Essential 

a. Has a full working knowledge of the constitution, rules and duties of all club office holders 

and sub-committees 

a. Thinks clearly and positively and has a good understanding of confidentiality and the 

principles of privacy of member information 

b. Committed to acting in the best interests of the club 

c. Has a sound knowledge and/or understanding of club governance 

d. Has a full understanding of the administrative needs of the club in their areas of their 

responsibility, including membership, legal, OH&S and communication  

e. Is able to organise and delegate effectively to their team members and is a strong 

communicator 

f. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the Club Secretary 

g. Possesses a Working with Children check 

2. Desirable 

a. A working knowledge of the conduct and management of meetings 

 Duration of Appointment: One year. 

Method of Appointment:  The Club Secretary is appointed by a vote of members at an election held at the 

Club AGM in accordance with the Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Club Secretary is 

5 hours per week. 



 
Role Description -Director (Member Services) 

Role: The Director (Member Services) has overall responsibility for the delivery of club services to members. 

Responsible To: Club President and Board. 

Responsibilities: The Director (Member Services) is responsible for: 

1. Management of the club member services team and providing appropriate oversight of their activities  

2. Coordinating all functions associated with the provision of services to members 

3. Responsible for reviewing and implementing Club directives/policies around delivery of member 

services 

4. Responsible for ensuring that services available to members and how to access them is 

communicated effectively and regularly members 

5. Providing a report at each Board meeting on their area of responsibility  

6. Providing an annual report on their area of responsibility prior to the AGM 

7. Liaising regularly with the President on their area of responsibility 

Member of: Club Board and the Club Member Services Team 

Knowledge & Skills Required: 

1. Essential 

a. Well informed about Club activities  

b. Thinks clearly and positively 

c. Committed to improving the quality and range of services the club provides to its members 

d. Has a full understanding of services delivery in their areas of their responsibility, including 

social, kiosk, merchandise, facilities management, and special events  

e. Is able to organise and delegate effectively to their team members and is a strong 

communicator 

f. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the Director (Member Services)  

g. Possesses a Working with Children check 

2. Desirable 

a. A previous office holder in the member services team 

b. A background in a service type industry or role 

Duration of Appointment: One year. 

Method of Appointment:  The Director (Member Services) is appointed by a vote of members at an election 

held at the Club AGM in accordance with the Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Director 

(Member Services) is 6 hours per week.  



 
Role Description - Director (Finance) 

Role: The Director (Finance) has overall responsibility for the management and reporting of club finances. 

Responsible To: Club President and Board. 

Responsibilities: The Director (Finance) is responsible for: 

1. Acting as the club Treasurer and manage the club finance team and coordinating all financial 

management functions  

2. Responsible for reviewing and implementing LSV directives/policies for financial management  

3. Ensuring money is received, banked and receipted appropriately and maintaining records of current 

income and expenditure 

4. Preparing and presenting regular accounts for approval and payment by the Board 

5. Preparing budgets for the forthcoming financial year in consultation with respective club directors 

6. Providing the annual financial accounts for auditing, and additional required information  

7. Preparing an annual income and expenditure account/report for each financial year together with a 

ōŀƭŀƴŎŜ ǎƘŜŜǘ ǎŜǘǘƛƴƎ ƻǳǘ ǘƘŜ ŎƭǳōΩǎ ŀǎǎŜǘǎ ŀƴŘ ƭƛŀōƛƭƛǘƛŜǎΣ ŀƴŘ ǇǊŜǎŜƴǘƛƴƎ ǘƘŜ ŦƻǊŜƎƻƛƴƎ ǎǘŀǘŜƳŜƴǘǎ ǘƻ 

the members at the AGM together with the annual report 

8. Acting as the signatory (along with other nominated Board members) on club cheques 

9. Preparing a schedule of club assets and liabilities when required 

10. Managing the clubΩǎ investment program 

11. Liaising regularly with the President on their area of responsibility 

Member of: Club Board and the Club Finance Team. 

Knowledge & Skills Required: 

1. Essential 

a. Able to keep good financial records and work in a precise, logical and orderly manner 

b. Has a knowledge and/or awareness of information and financial requirements for the club 

annual audit 

c.  Thinks clearly and positively and has a full understanding of the management requirements 

in their area of responsibility, including revenue management, sponsorship, marketing, hall 

hire, and fundraising (including the Point to Point Swim) 

d. Is able to organise and delegate effectively to their team members  

e. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the Director (Finance), including the maintenance of the club accounts and 

associated records  

f. Possesses a Working with Children check 

2. Desirable 

a. A previous office holder in the finance team 

b. Is a strong communicator 

c. Possesses  an awareness of state and federal financial legislation and requirements 

Duration of Appointment: One year. 

Method of Appointment:  The Director (Finance) is appointed by a vote of members at an election held at the 

Club AGM in accordance with the Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Director (Finance) 

is 4 hours per week.  
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Role Description ς Patrol Manager 

Role: The Patrol Manager has overall responsibility for the provision of an efficient patrolling service. 

 Responsible To: Director (Lifesaving Operations). 

Responsibilities: The Patrol Manager is responsible for: 

1. Organising and assisting with the training and examination of patrol awards in conjunction with the 

Chief Instructor, including advising on all lifesaving award and non-award training required to meet 

ǘƘŜ /ƭǳōΩǎ ƭƛŦŜǎŀǾƛƴƎ ǎŜǊǾƛŎŜǎ ƻōƭƛƎŀǘƛƻƴǎ 

2. Producing, distributing and maintaining a patrol roster throughout the patrol season 

3. Supervising the work of and development of the lifesaving and leadership skills of patrol captains 

4. Ensuring that all necessary patrol logs (i.e. patrol hours etc) are entered on Surfguard and data are 

returned to LSV in a timely fashion 

5. Bringing to the attention of the Director (Lifesaving Operations) all breaches of discipline on the part 

of patrolling members 

6. Ensuring adequate patrol numbers are present at all patrols, events and activities undertaken by the 

club, and ensuring priority is given to Club rostered patrols.  

7. Working with the Director (Lifesaving Services) to review and implement directives/policies for club 

lifesaving operations provided by LSV and SLSA 

8. Contributing to the Director (Lifesaving Services) report to each Board meeting, and their annual 

report on their area of responsibility prior to the AGM 

9. Liaising regularly with the Director (Lifesaving Services) on their area of responsibility. 

Member of: Club Lifesaving Team. 

Knowledge & Skills Required: 

1. Essential 

a. Holds as a minimum the following awards: Bronze Medallion and Basic Beach Management 

(Silver Medallion). 

b. Is able to coordinate and schedule rosters to ensure the club meets its patrol obligations to 

LSV  

c. Has a good understanding of the patrol award requirements, including first aid, 

communications, powercraft and equipment. 

d. Is able to supervise and mentor patrol captains and patrolling members 

e. Is a patrolling member 

f. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the Patrol Manager  

g. Possesses a Working with Children check 

2. Desirable 

a. Holds all required awards required for the Club to meet its lifesaving patrol obligations to LSV  

b. Holds a trainer and assessor award 

Duration of Appointment: One year. 

Method of Appointment:  The Patrol Manager is appointed by the Club Board in accordance with the Club 

Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Patrol Manager is 

4-6 hours per week.  



 
Role Description ς Powercraft Officer 

Role: The Powercraft Officer has overall responsibility for the provision of powercraft services for the club. 

 Responsible To: Director (Lifesaving Operations). 

Responsibilities: The Powercraft Officer is responsible for: 

1. The correct use and care of all powercraft equipment 

2.  Organising and assisting with the training and examination of powercraft awards in conjunction with 

the Chief Instructor, including advising on all powercraft award and non-award training required to 

meet the CluōΩǎ ƭƛŦŜǎŀǾƛƴƎ ǎŜǊǾƛŎŜǎ ƻōƭƛƎŀǘƛƻƴǎ 

3. Ensure that the correct procedures and regulations, including Club policies and by-laws, governing 

powercraft usage are adhered to at all times 

4. Ensuring that adequate supplies of all fuels and oils are maintained at the club 

5. Ensure that only suitability qualified members are in charge of powercraft at all times 

6. {ǳǇŜǊǾƛǎƛƴƎ ǘƘŜ ǿƻǊƪ ƻŦ ŀƴŘ ƻƴƎƻƛƴƎ ŘŜǾŜƭƻǇƳŜƴǘ ƻŦ ǘƘŜ ŎƭǳōΩǎ ǇƻǿŜǊŎǊŀŦǘ ǉǳŀƭƛŦƛŜŘ ƳŜƳōŜǊǎ 

7. Ensuring that all necessary powercraft logs and data are returned to LSV in a timely fashion 

8. Bringing to the attention of the Director (Lifesaving Operations) all breaches of discipline on the part 

of powercraft qualified members 

9. Working with the Director (Lifesaving Services) to review and implement directives/policies for club 

powercraft operations provided by LSV and SLSA 

10. Contributing to the Director (Lifesaving Services) report to each Board meeting, and their annual 

report on their area of responsibility prior to the AGM 

11. Liaising regularly with the Director (Lifesaving Services) on their area of responsibility 

Member of: Club Lifesaving Team. 

Knowledge & Skills Required: 

1. Essential 

a. Holds as a minimum the following awards: Bronze Medallion and IRB Driver (Silver 

Medallion) 

b. Has a good understanding of the requirements for lifesaving services for powercraft 

equipment. 

c. Is able to supervise and mentor club powercraft qualified members 

d. Is a patrolling member 

e. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the Powercraft Officer  

f. Possesses a Working with Children check 

2. Desirable 

a. Holds all required awards required for the Club to meet its lifesaving patrol obligations to LSV  

b. Holds a trainer and assessor award for IRB 

Duration of Appointment: One year. 

Method of Appointment:  The Powercraft Officer is appointed by the Club Board in accordance with the Club 

Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Powercraft 

Officer is 4-6 hours per week during the patrol season.  



 
Role Description ς First Aid Officer 

Role: The First Aid Officer has overall responsibility for the provision of first aid services for the club. 

 Responsible To: Director (Lifesaving Operations). 

Responsibilities: The First Aid Officer is responsible for: 

1. Maintaining adequate stocks of LSV/SLSA approved first aid material and equipment 

2. Is responsible for maintaining the first aid room in a clean and orderly condition 

3. For ensuring that all first aid equipment is operational at all times 

4. Organising and assisting with the training and examination of first aid awards in conjunction with the 

Chief Instructor, including advising on all first aid award and non-award training required to meet the 

/ƭǳōΩǎ ƭƛŦŜǎŀǾƛƴƎ ǎŜǊǾƛŎŜǎ ƻōƭƛƎŀǘƛƻƴǎ 

5. Ensuring that proper and correct records of patients , including names and addresses, treated by the 

club for first aid are maintained 

6. Advising the Lifesaving Equipment Gear Steward, Director (Lifesaving Operations) and Patrol Manager 

of any required repairs to equipment immediately it is damaged 

7. {ǳǇŜǊǾƛǎƛƴƎ ǘƘŜ ǿƻǊƪ ƻŦ ŀƴŘ ƻƴƎƻƛƴƎ ŘŜǾŜƭƻǇƳŜƴǘ ƻŦ ǘƘŜ ŎƭǳōΩǎ ŦƛǊǎǘ ŀƛŘ ǉǳŀƭƛŦƛŜŘ ƳŜƳōŜǊǎ 

8. Working with the Director (Lifesaving Services) to review and implement directives/policies for first 

aid provided by LSV and SLSA 

9. Contributing to the Director (Lifesaving Services) report to each Board meeting, and their annual 

report on their area of responsibility prior to the AGM 

10. Liaising regularly with the Director (Lifesaving Services) on their area of responsibility. 

Member of: Club Lifesaving Team. 

Knowledge & Skills Required: 

1. Essential 

a. Holds as a minimum a current first aid award 

b. Maintains a good understanding of the current first aid practices adopted by LSV/SLSA 

c. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the First Aid Officer Possesses a Working with Children check 

2. Desirable 

a. Is an active (patrolling or Nippers) member 

Duration of Appointment: One year. 

Method of Appointment:  The First Aid Officer is appointed by the Club Board in accordance with the Club 

Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the First Aid Officer is 

2 hours per week, including training sessions. 

  



 
Role Description ς Radio Officer 

Role: The Radio Officer has overall responsibility for the provision of reliable radio communications services 

within the club. 

 Responsible To: Director (Lifesaving Operations). 

Responsibilities: The Radio Officer is responsible for: 

1. wŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǘƘŜ ƳŀƛƴǘŜƴŀƴŎŜ ŀƴŘ ŎŀǊŜ ƻŦ ŀƭƭ ǘƘŜ ŎƭǳōΩǎ ǊŀŘƛƻ ŜǉǳƛǇƳent 

2. Is responsible for maintaining the radio room in a clean and orderly condition 

3. Organising and assisting with the training and examination of radio awards in conjunction with the 

Chief Instructor 

4. Ensuring that all patrolling members are familiar with the procedures of radio operations, including 

the logging on and off command procedures 

5. Advising the Lifesaving Equipment Gear Steward, Director (Lifesaving Operations) and Patrol Manager 

of any required repairs to radio equipment immediately it is damaged 

6. SǳǇŜǊǾƛǎƛƴƎ ǘƘŜ ǿƻǊƪ ƻŦ ŀƴŘ ƻƴƎƻƛƴƎ ŘŜǾŜƭƻǇƳŜƴǘ ƻŦ ǘƘŜ ŎƭǳōΩǎ ǊŀŘƛƻ ǉǳŀƭƛŦƛŜŘ ƳŜƳōŜǊǎ 

7. Working with the Director (Lifesaving Services) to review and implement directives/policies for radio 

communications provided by LSV and SLSA 

8. Contributing to the Director (Lifesaving Services) report to each Board meeting, and their annual 

report on their area of responsibility prior to the AGM 

9. Liaising regularly with the Director (Lifesaving Services) on their area of responsibility 

Member of: Club Lifesaving Team. 

Knowledge & Skills Required: 

1. Essential 

a. Holds, as a minimum, a current radio award 

b. Is able to communicate effectively 

c. Maintains a good understanding of the current radio communication practices adopted by 

LSV/SLSA 

d. Is able to allocate regular time periods for the maintenance of radio equipment  

e. Possesses a Working with Children check 

2. Desirable 

a. Is an active (patrolling or Nippers) member 

Duration of Appointment: One year. 

Method of Appointment:  The Radio Officer is appointed by the Club Board in accordance with the Club 

Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Radio Officer is 1 

hour per week, including training sessions. 

  



 
Role Description ς Lifesaving Equipment Gear Steward 

Role: The Lifesaving Equipment Gear Steward has overall responsibility for the purchase, replacement and 

ǊŜǇŀƛǊ ƻŦ ǘƘŜ ŎƭǳōΩǎ ǇŀǘǊƻƭ ŜǉǳƛǇƳŜƴǘΦ 

 Responsible To: Director (Lifesaving Operations). 

Responsibilities: The Lifesaving Equipment Gear Steward is responsible for: 

1. Maintaining all patrol equipment to LSV and/or SLSA (whichever is higher) approved standards, 

including preparing patrol equipment for the annual LSV equipment audit 

2. Developing and maintaining a changeover timetable and repair schedule for patrol equipment 

3. Providing to the Director (Lifesaving Operations), in consultation with other lifesaving team members, 

a rolling three year budget for the purchase, replacement and repair of all patrol equipment 

4. Maintain a register (Surfguard) of all patrol equipment, including consumables 

5.  Ensuring, in consultation with the Club OH&S Officer,  that all safety regulations for the handling and 

storage of all patrol equipment and consumables are met and that all members are kept informed of 

these regulations 

6. Is responsible for maintaining the club equipment shed is in a clean and orderly condition 

7. Advising the Director (Lifesaving Operations) and Patrol Manager of repairs to equipment 

immediately it is damaged 

8. Contributing to the Director (Lifesaving Services) report to each Board meeting, and their annual 

report on their area of responsibility prior to the AGM 

9. Liaising regularly with the Director (Lifesaving Services) on their area of responsibility 

Member of: Club Lifesaving Team. 

Knowledge & Skills Required: 

1. Essential 

a. Possesses a knowledge of equipment storage and handling, as well as related safety 

regulations 

b. Is able to plan and schedule equipment care and maintenance 

c. Is able to allocate consistent weekly effort for the maintenance of patrol equipment and, 

when necessary, to allocate time for emergency repairs  

d. Possesses a Working with Children check 

2. Desirable 

a. Is or has been an active patrolling member 

Duration of Appointment: One year. 

Method of Appointment:  The Lifesaving Equipment Gear Steward is appointed by the Club Board in 

accordance with the Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Lifesaving 

Equipment Gear Steward is 3-4 hours per week during the patrol season. 

  



 
Role Description ς Junior Club Captains 

Role: The Junior Club Captains will represent club youth and junior members and assist in the coordination of 

all youth and junior activities. The intention is that there be a male and female club captain. 

 Responsible To: Director (Lifesaving Operations). 

Responsibilities: The Junior Club Captains are responsible for: 

1. Fostering and promoting a message of inclusion for participation in club activities by youth and junior 

members 

2. Fostering and promoting parental involvement in club youth and junior activities 

3. Assist in the coordination and delivery of the annual YIPS program 

4. Provide suggestions for new and/or improvements to youth and junior activities at the club 

 Member of: Club Lifesaving Team. 

Knowledge & Skills Required: 

1. Essential 

a. Must be between the ages of 15-18  

b. Proactive and enthusiastic 

c. Hold a minimum of a Bronze Medallion and be an active patrolling member 

d. Must be a participant in the club YIPS program  

e. Is able to allocate consistent weekly effort during the patrol season to their role as Junior 

Club Captain  

2. Desirable 

a. A previous participant in the Club YIPS and/or Nippers program 

Duration of Appointment: One year. 

Method of Appointment:  The Junior Club Captain is appointed by the Club Board in accordance with the Club 

Constitution.  

Estimated Time Commitment Required: The estimated time commitment required of the Junior Club Captains 

is 1-2 hours per week during the patrol season. 



 

Club  

Development 

Team 

 
  



 
Role Description ς Chief Instructor 

Role: The Chief Instructor has overall responsibility for the training and examination of all award and non-

award training in Club. 

 Responsible To: Director (Club Development). 

Responsibilities: The Chief Instructor is responsible for: 

1. Developing and conducting award and non-award training programs for members, especially training 

ǊŜǉǳƛǊŜŘ ǘƻ ŜƴǎǳǊŜ ǘƘŜ /ƭǳōΩǎ Ŏŀƴ ƳŜŜǘ ƛǘǎ ƭƛŦŜǎŀǾƛƴƎ ǎŜǊǾƛŎŜǎ ƻōƭƛƎŀǘƛƻƴǎ 

2. Maintaining knowledge of current award and non-award training requirements and best practice 

training for lifesaving 

3. Working with the Lifesaving Team to ensure the club has sufficient qualified members to patrol 

efficiently and meet needs in programs such as junior activities 

4. Encourage and provide regular opportunities for all members to gain lifesaving skills and obtain 

further awards  

5. Promote and assist club trainers in the gaining of trainer and assessor awards 

6. Review and support the delivery of youth and junior development and leadership programs within the 

club 

7. Providing to the Director (Club Development) an annual budget for the conduct of training 

8. Maintaining, at the club, records (Form 14, Attendance Records and Assessment Cards) for all 

members who have attended an assessment for any award or non-award training 

9. Maintaining club training equipment is in a clean and working condition 

10. Contributing to the Director (Club Development) report to each Board meeting, and their annual 

report on their area of responsibility prior to the AGM 

11. Liaising regularly with the Director (Club Development) on their area of responsibility 

Member of: Club Development Team. 

Knowledge & Skills Required: 

1. Essential 

a. Must hold trainer and assessor awards 

b. Must have excellent communication and training skills 

c. Is able to deliver interesting training efficiently and effectively in accordance with LSV/SLSA 

training packages 

d. Is able to plan and schedule training 

e. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the Chief Instructor  

f. Possesses a Working with Children check 

2. Desirable 

a. Holds a Certificate IV Training & Assessment ( TAA 40104) 

b. Is or has been an active patrolling member 

Duration of Appointment: One year. 

Method of Appointment:  The Chief Instructor is appointed by the Club Board in accordance with the Club 

Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Chief Instructor is 

5-7 hours per week, although this will increase significantly during times of course delivery. 



 
Role Description ς Strategic Planning Officer 

Role: The Strategic Planning Officer has overall responsibility for the maintenance and ongoing development 

of the Hampton 5 year Strategic Plan. 

 Responsible To: Director (Club Development). 

Responsibilities: The Strategic Planning Officer is responsible for: 

1. Coordinating all functions associated with the delivery of the Club 5 year Strategic Plan 

2. The ongoing planning and delivery of assigned key initiatives under the Strategic Plan 

3. Working with the other Club teams to ensure the club Strategic Plan reflects ongoing needs 

4. Providing to the Director (Club Development), in consultation with other club teams, an annual 

budget for the delivery of key initiatives under the Strategic Plan 

5. Liaising with LSV on securing funding and support to assist the club in the achievement of the 

Strategic Plan 

6. Contributing to the Director (Club Development) report to each Board meeting, and their annual 

report on their area of responsibility prior to the AGM 

7. Liaising regularly with the Director (Club Development) on their area of responsibility 

Member of: Club Development Team. 

Knowledge & Skills Required: 

3. Essential 

a. Must have good communication and planning skills 

b. Able to organise and manage tasks effectively 

c. !ōƭŜ ǘƻ ƭƛŀƛǎŜ ŜŦŦŜŎǘƛǾŜƭȅ ǿƛǘƘ Ŏƭǳō 5ƛǊŜŎǘƻǊΩǎ ŀƴŘ ƻǘƘŜǊ ǘŜŀƳǎ 

d. Is able to develop and implement project plans  

e. Is able to allocate consistent effort to the performance of the responsibilities and duties of 

the Strategic Planning Officer  

f. Possesses a Working with Children check 

4. Desirable 

a. Holds formal project management qualifications and/or experience 

Duration of Appointment: One year. 

Method of Appointment:  The Strategic Planning Officer is appointed by the Club Board in accordance with 

the Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Strategic 

Planning Officer is 1-2 hours per week. 

  



 
Role Description ς Competition Manager 

Role: The Competition Manager has overall responsibility for the ŎƭǳōΩǎ ŎƻƳǇŜǘƛǘƛƻƴ ǇǊƻƎǊŀƳΣ ǎŜƴƛƻǊ ŀƴŘ 

junior. 

 Responsible To: Director (Club Development). 

Responsibilities: The Competition Manager is responsible for: 

1. Coordinating all ŦǳƴŎǘƛƻƴǎΣ ƛƴŎƭǳŘƛƴƎ ǿŀǘŜǊ ǎŀŦŜǘȅΣ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŘŜƭƛǾŜǊƛƴƎ ǘƘŜ ŎƭǳōΩǎ ŎƻƳǇŜǘƛǘƛƻƴ 

program 

2. Promoting and encouraging member participation in LSV and SLSA surf sports 

3. Ensuring club competition teams are competitive at carnivals and other organised competitions 

4. Organising, including entry registration etc,  members to attend and compete for the club at carnivals 

and other organised competition 

5. Developing and conducting, including where appropriate specialist surf sports coaching, training 

programs for members to improve their competiveness at carnivals and other organised competitions 

6. Maintaining knowledge of current award and non-award training or patrol requirements for members 

to be allowed to compete at carnivals and other organised competitions 

7. Support, as it relates to surf sports and competition, the delivery of youth and junior development 

and leadership programs within the club 

8. Providing to the Director (Club Development) an annual budget for club to participate in carnivals and 

other organised competition  

9. Providing to the Director (Club Development) with advice, and where appropriate a rolling three year 

budget, for the purchase, replacement and repair of competition equipment  

10. Ensuring club competition equipment is used only by members for competition and training  

11. Maintaining club competition equipment in a serviceable condition 

12. Contributing to the Director (Club Development) report to each Board meeting, and their annual 

report on their area of responsibility prior to the AGM 

13. Liaising regularly with the Director (Club Development) on their area of responsibility 

Member of: Club Development Team. 

Knowledge & Skills Required: 

5. Essential 

a. Must have excellent communication and training skills 

b. Is able to deliver interesting surf sports training efficiently and effectively  

c. Is able to plan and schedule competition training 

d. Has a full understanding of competition including regulations and rules 

e. Is able to allocate consistent regular effort to maintain and develop competitive teams  

f. Possesses a Working with Children check 

6. Desirable 

a. Holds a Level 1 or better coaching qualification 

Duration of Appointment: One year. 

Method of Appointment:  The Competition Manager is appointed by the Club Board in accordance with the 

Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Competition 

Manager is 3-4 hours per week. 
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Role Description ς Nipper Coordinator 

Role: The Nipper Coordinator has overall responsibility for the delivery of the nippers program. 

 Responsible To: Director (Junior Activities). 

Responsibilities: The Nipper Coordinator is responsible for: 

1. Developing, in consultation with the Junior Activities team, a surf education program that facilitates 

the transition of junior members into advanced lifesaving and surf sport competition activities 

2. /ƻƻǊŘƛƴŀǘƛƴƎ ŀƭƭ ōŜŀŎƘ ǎƛŘŜ ŦǳƴŎǘƛƻƴǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŘŜƭƛǾŜǊƛƴƎ ǘƘŜ ŎƭǳōΩǎ ƴƛǇǇŜǊ ǇǊƻƎǊŀƳ 

3. To conduct training sessions for nippers with an awareness of their skill levels, prevailing weather 

conditions and achievable outcomes 

4. Providing a safe, welcoming and encouraging environment for all participants 

5. Organising and assisting with the training and assessment, including Working with Children checks, 

and ongoing development of Age Group Manager, Assistants and Water Safety Officer awards in 

conjunction with the Director (Junior Activities) and the Chief Instructor 

6. Bringing to the attention of the Director (Junior Activities) all breaches of discipline on the part of the 

age group training team 

7. Providing to the Director (Junior Activities) a rolling three year budget, for the purchase, replacement 

and repair of nipper equipment  

8. Working with the Director (Junior Activities) to review and implement directives/policies for junior 

participation in lifesaving provided by LSV and SLSA 

9. Contributing to the Director (Junior Activities) report to each Board meeting, and their annual report 

on their area of responsibility prior to the AGM 

10. Liaising regularly with the Director (Junior Activities) on their area of responsibility 

Member of: Club Junior Activities Team. 

Knowledge & Skills Required: 

1. Essential 

a. Holds an Age Group Manager qualification 

b. Has excellent communication skills 

c. Has a clear understanding and commitment to the principles of junior and youth 

participation in lifesaving 

d. Is able to plan and schedule a surf education program 

e. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the Nipper Coordinator  

f. Possesses a Working with Children check 

2. Desirable 

a. Holds a lifesaving award 

b. Has training or education background 

c. Age Group Manager Facilitator 

Duration of Appointment: One year. 

Method of Appointment:  The Nipper Coordinator is appointed by the Club Board in accordance with the Club 

Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Nipper 

Coordinator is 6 hours per week during the nipper season. 



 
Role Description ς YIPS Coordinator 

Role: The YIPs Coordinator has overall responsibility for the delivery of the Club YIPs program. 

 Responsible To: Director (Junior Activities). 

Responsibilities: The YIPs Coordinator is responsible for: 

1. Liaising with LSV to gain support for the club YIPs program, including ordering YIPs handbooks and 

program rewards  

2. Encouraging and promoting the YIPs program to club youth members (13-17 year old) 

3. Identifying and encouraging suitable club members to act as mentors to YIPs participants 

4. Ensuring that YIPs mentors and supervisors have completed Working with Children checks 

5. Delivering a club YIPs program that facilitates and encourages the transition of youth members into 

advanced lifesaving and surf sport competition activities 

6. Assisting YIPs participants in planning and conducting YIPs social activities 

7. Coordinating YIPs Gold level projects 

8. Ensuring all YIPs activities are conducted in a safe, welcoming and encouraging environment for all 

participants 

9. Bringing to the attention of the Director (Junior Activities) all breaches of discipline on the part of YIPs 

participants, supervisors or mentors 

10. Providing to the Director (Junior Activities) a rolling three year budget for the YIPs program  

11. Contributing to the Director (Junior Activities) report to each Board meeting, and their annual report 

on their area of responsibility prior to the AGM 

12. Liaising regularly with the Director (Junior Activities) on their area of responsibility 

Member of: Club Junior Activities Team. 

Knowledge & Skills Required: 

3. Essential 

a. Has excellent communication skills 

b. Experienced in working with young people 

c. Has a clear understanding and commitment to the principles of youth participation in 

lifesaving 

d. Is able to identify and develop youth leaders in the club 

e. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the YIPs Coordinator  

f. Possesses a Working with Children check 

4. Desirable 

a. Holds a lifesaving award 

b. Has training or education background 

Duration of Appointment: One year. 

Method of Appointment:  The YIPs Coordinator is appointed by the Club Board in accordance with the Club 

Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the YIPs Coordinator 

is 1-2 hours per week during the nipper season. 

  



 
Role Description ς Water Safety Coordinator 

Role: The Water Safety Coordinator has overall responsibility for coordinating water safety for junior activities. 

 Responsible To: Director (Junior Activities). 

Responsibilities: The Water Safety Coordinator is responsible for: 

1. Planning the water safety requirements, in consultation with the Junior Activities team, to allow safe 

delivery of the club surf education program  

2. Coordinating all water safety ŦǳƴŎǘƛƻƴǎ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ŘŜƭƛǾŜǊƛƴƎ ǘƘŜ ŎƭǳōΩǎ ƴƛǇǇŜǊ ǇǊƻƎǊŀƳ, including 

water safety officer allocation to areas and activities 

3. To monitor surf conditions with a mind to participants skill levels, prevailing weather conditions and 

safety 

4. Ensure that the water activities are delivered with at least the minimum water safety officer ratio to 

participants (1:5) 

5. Supervise water safety officers so that they provide a safe and encouraging environment for all nipper 

participants, including ensuring they coach participants, where appropriate, in surf skills 

6. Bringing to the attention of the Director (Junior Activities) all breaches of discipline by a water safety 

officer 

7. Contributing to the Director (Junior Activities) report to each Board meeting, and their annual report 

on their area of responsibility prior to the AGM 

8. Liaising regularly with the Director (Junior Activities) on their area of responsibility 

Member of: Club Junior Activities Team. 

Knowledge & Skills Required: 

1. Essential 

a. Holds as a minimum the following awards: Bronze Medallion and Basic Beach Management 

(Silver Medallion). 

b. Has a clear understanding and commitment to the principles of junior and youth 

participation in lifesaving 

c. Is able to coordinate and schedule water safety officer rosters, and supervise and mentor 

water safety officers 

d. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the Water Safety Coordinator  

e. Possesses a Working with Children check 

2. Desirable 

a. Is or has been a patrolling member 

b. Has good communication skills 

Duration of Appointment: One year. 

Method of Appointment:  The Water Safety Coordinator is appointed by the Club Board in accordance with 

the Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Water Safety 

Coordinator is 2 hours per week during the nipper season. 



 
Role Description ς Nipper Equipment Gear Steward 

Role: The Nipper Equipment Gear Steward has overall responsibility for the purchase, replacement and repair 

ƻŦ ǘƘŜ ŎƭǳōΩǎ nipper equipment. 

 Responsible To: Director (Junior Activities). 

Responsibilities: The Nipper Equipment Gear Steward is responsible for: 

1. Maintaining all nipper equipment to LSV and/or SLSA (whichever is higher) approved standards 

2. Developing and maintaining a changeover timetable and repair schedule for nipper equipment 

3. Providing to the Director (Junior Activities), in consultation with other Junior Activities team 

members, a rolling three year budget for the purchase, replacement and repair of all nipper 

equipment 

4. Ensuring, in consultation with the Club OH&S Officer,  that all safety regulations for the handling and 

storage of all nipper equipment and consumables are met and that all members are kept informed of 

these regulations 

5. Is responsible for maintaining the club equipment shed is in a clean and orderly condition 

6. Advising the Director (Junior Activities) and Nipper Coordinator of repairs to equipment immediately 

it is damaged 

7. Contributing to the Director (Junior Activities) report to each Board meeting, and their annual report 

on their area of responsibility prior to the AGM 

8. Liaising regularly with the Director (Junior Activities) on their area of responsibility 

Member of: Club Junior Activities Team. 

Knowledge & Skills Required: 

3. Essential 

a. Possesses a knowledge of equipment storage and handling, as well as related safety 

regulations 

b. Is able to plan and schedule equipment care and maintenance 

c. Is able to allocate consistent weekly effort for the maintenance of nipper equipment and, 

when necessary, to allocate time for emergency repairs  

d. Possesses a Working with Children check 

4. Desirable 

a. Is or has been an active patrolling member 

Duration of Appointment: One year. 

Method of Appointment:  The Nipper Equipment Gear Steward is appointed by the Club Board in accordance 

with the Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Nipper 

Equipment Gear Steward is 3-4 hours per week during the patrol season. 

  



 
Role Description ς Nipper Captains 

Role: The Nipper Captains will be junior members identified as future club youth leaders and may act as club 

team captains as required. The positions are intended to provide leadership development opportunities for 

junior members. The intention is that there be a male and female nipper captain. 

 Responsible To: Director (Junior Activities). 

Responsibilities: The Nipper Captains are responsible for: 

1. Fostering and promoting participation in club activities by junior members 

2. Fostering and promoting parental involvement in club youth and junior activities 

3. Acting as team captains as appropriate 

4.  Assist, as appropriate,  in the coaching of younger junior members at nippers 

5. Provide suggestions for new and/or improvements to nipper activities at the club 

 Member of: Club Junior Activities Team. 

Knowledge & Skills Required: 

1. Essential 

a. Must be a participating nipper in the Under 14 age group  

b. Proactive and enthusiastic 

c. Hold or working toward gaining a Surf Rescue Certificate 

d. Is able to allocate consistent weekly effort during the patrol season to their role as Nipper 

Captain  

2. Desirable 

a. A participant in the club YIPS program  

b. A competing surf sport participant 

Duration of Appointment: One year. 

Method of Appointment:  The Nipper Captains are appointed by the Club Board in accordance with the Club 

Constitution.  

Estimated Time Commitment Required: The estimated time commitment required of the Nipper Captains is 1-

2 hours per week during the patrol season. 
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Role Description ς Membership Officer  

Role: The Membership Officer is responsible for the maintenance of club membership records. 

 Responsible To: Club Secretary. 

Responsibilities: The Membership Officer is responsible for: 

1. The induction and welcoming of all new club members 

2. The preparation and maintenance, in consultation with the administration team, of a member 

induction and welcome pack 

3. The conduct of an annual member satisfaction survey, including an exit survey with members leaving 

the club 

4. Entering and maintaining all member details into the Club Register (Surfguard) 

5. Provide membership reports as necessary to the Club Board 

6. Organising and coordinating an annual new member and nipper registration day 

7. Organising annual existing member re-registration using Lifesaving Online 

8. Contributing to the Club Secretary report to each Board meeting, and their annual report on their 

area of responsibility prior to the AGM 

9. Taking minutes of Board and other club meetings in the absence of the Secretary 

10. Liaising regularly with the Club Secretary on their area of responsibility 

Member of: Club Administration Team. 

Knowledge & Skills Required: 

1. Essential 

a. Trained Surfguard operator 

b. Good data entry skills 

c. High level interpersonal skills 

d. Basic record management skills 

e. Has a knowledge of and/or awareness of current privacy legislation 

f. Is able to allocate consistent regular effort for the maintenance of the club membership 

register, especially at the start of each season  

g. Possesses a Working with Children check 

2. Desirable 

a. An existing club member 

Duration of Appointment: One year. 

Method of Appointment:  The Membership Officer is appointed by the Club Board in accordance with the Club 

Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Membership 

Officer is 1-2 hours per week, with a significantly increased commitment at the start of the season. 

  



 
Role Description ς Communication Manager  

Role: The Communication Manager is responsible for arranging and coordinating all club communication and 

information and is the club Website manager. 

 Responsible To: Club Secretary. 

Responsibilities: The Communication Manager is responsible for: 

1. The regular updating of and currency of the information provided to members and the public on the 

club website 

2. The collation, publishing and distribution of the club newsletter 

3. Media liaison and the preparation of media releases for distribution to local media and stakeholders 

4.  The development, implementation and maintenance of the club communications plan 

5.  Ensuring that club activities and achievements are communicated to members, sponsors, 

stakeholders and affiliated bodies (LSV/SLSA) 

6. Ensuring that local media, sponsors and stakeholders are invited to suitable club functions and events 

7. Assisting in the development and publishing of the club annual report 

8. Contributing to the Club Secretary report to each Board meeting, and their annual report on their 

area of responsibility prior to the AGM 

9. Liaising regularly with the Club Secretary on their area of responsibility 

Member of: Club Administration Team. 

Knowledge & Skills Required: 

1. Essential 

a. Possesses good communication and reporting skills 

b. Has outstanding communication skills and high level interpersonal skills 

c. Can recognise communication opportunities and is proactive and enthusiastic in seeking 

them from other teams across the club 

d. Is able to allocate consistent weekly effort to the performance of the responsibilities and 

duties of the Communications Manager  

e. Possesses a Working with Children check 

2. Desirable 

a. Has a background or knowledge in communications and/or media 

b. An existing club member 

Duration of Appointment: One year. 

Method of Appointment:  The Communications Manager is appointed by the Club Board in accordance with 

the Club Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Communications 

Manager is 1-2 hours per week. 

  



 
Role Description ς Delegate to LSV  

Role: The Delegate to LSV is responsible for acting as the proxy Club Delegate to LSV Councils (voting and non-

voting), as required by the Board, in the absence of the delegate. 

 Responsible To: Club Secretary. 

Responsibilities: The Delegate to LSV is responsible for: 

1. Representing the club, as required, on the following LSV Councils: 

a. Lifesaving Operations Council 

b. Aquatic Sports Council 

c. Youth & leadership Development Council 

2. Providing regular reports on the outcomes of various Council meetings to the Board 

3. Contributing to the Club Secretary report to each Board meeting, and their annual report on their 

area of responsibility prior to the AGM 

4. Liaising regularly with the Club Secretary on their area of responsibility 

Member of: Club Administration Team. 

Knowledge & Skills Required: 

1. Essential 

a. Must be a member 

b. Must be a qualified LSV assessor  

c. Possesses good communication and high level interpersonal skills 

d. Is able to allocate required effort to the performance of the responsibilities and duties of the 

Delegate to LSV  

e. Has a good working knowledge of the constitution, rules and duties of all club office holders 

and sub-committees 

f. Has a clear understanding and commitment to the advancement of lifesaving 

g. Possesses a Working with Children check 

2. Desirable 

a. A senior club member 

b. A previous Board Director/Committee of Management member 

Duration of Appointment: One year. 

Method of Appointment:  The Delegate to LSV is appointed by the Club Board in accordance with the Club 

Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the Delegate to LSV is 

1-2 hours per week. 

  



 
Role Description ς OH&S Coordinator  

Role: The OH&S Coordinator is responsible for monitoring and advising the Board on club health and safety 

matters. 

 Responsible To: Club Secretary. 

Responsibilities: The OH&S Coordinator is responsible for: 

1. Promoting a Ψsafety firstΩ culture within the club 

2. Conducting an annual health and safety inspection of the Club workplace to identify hazards 

3. Specific inspections for particular events, work areas or regular activities (i.e. nippers) 

4. Investigations of accidents or incidents involving members or the public in the club workplace 

5. Investigations of OH&S complaints 

6. Follow up inspections after the implementation of changes to facilities, work activities, club practices 

or procedures     

7. Providing details and reports on health and safety issues to the Board 

8. Preparing and maintaining the Chemical Substances Register and Material Safety Data Sheets 

9. Monitoring the Hazard, Injury Reporting and Incident Investigation systems 

10. Monitoring rehabilitaǘƛƻƴ ŀƴŘ άwŜǘǳǊƴ ǘƻ {ǳǊŦ 5ǳǘȅέ ǇǊƻŎŜŘǳǊŜǎ ŦƻǊ ƛƴƧǳǊŜŘ ƳŜƳōŜǊǎ 

11. Providing information sessions and assistance to Board members on their responsibilities towards 

OH&S as well as members 

12.  Contributing to the Club Secretary report to each Board meeting, and their annual report on their 

area of responsibility prior to the AGM 

13. Liaising regularly with the Club Secretary on their area of responsibility 

Member of: Club Administration Team. 

Knowledge & Skills Required: 

1. Essential 

a. Must be a member 

b. Possesses good communication and high level interpersonal skills 

c. Has a good understanding of OH&S and risk management policies and processes 

d. Is able to allocate required effort to the performance of the responsibilities and duties of the 

OH&S Coordinator  

e. Possesses a Working with Children check 

2. Desirable 

a. Must have attended a Safety Officer Training Course  

Duration of Appointment: One year. 

Method of Appointment:  The OH&S Coordinator is appointed by the Club Board in accordance with the Club 

Constitution.  

Estimated Time Commitment Required: The estimated time commitment required from the OH&S 

Coordinator is 0.5 hours per week. 
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