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16. DUTIES AND FUNCTIONS OF OFFICIALS OF THE CLUB

16.1. President

The President shall:

a. Manage the operations of MFC.

b. Be Chairman of all meetings except the P&DC.

c. Be ex-officio of all other committees.

d. Conduct meetings in accordance with the Rules of the Club.

e. Have a casting vote at all meetings.

f. Be responsible for Officials carrying out their duties in accordance with the Rules of the Club.
g. Be the MFC representative on the Harvey Park Committee (1 of 2).
h. Be a delegate to the BDSFA (1 of 2).

i. General help with day-to-day club activities.

16.2. Vice President

The Vice President shall:

a. Carry out the duties of the President in his absence.

b. Be Chairman of the internal P&DC and relay the decision of the MC to the MFC member/s.
c. Be the MFC representative on the Harvey Park Committee (1 of 2).

d. General help with day-to-day club activities.

16.3. Secretary

The Secretary shall:

a. Attend to the General Business of the Club.

b. Record any action taken by the Executive Committee between meetings.

c. Prepare the Annual Report two(2) weeks before the AGM.

d. Undertake any other duties found necessary in the carrying out of the above functions.

e. Be an ex-officio member of all committees.

f. Keep minutes of proceedings at all meetings including a record of those members present at
those meetings in accordance with the Rules of the Club.

g. A Minutes Secretary may be selected from the MC to assist the Secretary in recording of the
minutes.

h. Be a delegate to the BDSFA (1 of 2).

i. General help with day-to-day club activities.

16.4. Treasurer

The Treasurer shall:

a. Receive monies, giving an official receipt in return and bank same to the Club's bank account
in a timely manner.

b. Management of all bank books.

c. Produce the bank books at each MCM & GM.

d. Pay all accounts passed for payment in accordance with these rules.

e. Ensure that correct books and accounts are kept showing the financial affairs of the Club
including full details of all receipts and expenditure connected with the activities of the Club.

f. Prepare a financial statement for all MCMs and GMs.
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g. Prepare a financial statement and submit same to members at the AGM.

h. Be responsible for compiling and maintaining an asset register and a property register.
I. Report to the EC committee on income & expenses.

J. General help with day-to-day club activities.

16.5. Competition Secretary

The Competition Secretary shall:

a. Co-ordinate all competition fixtures with each Coach and Manager.
b. Arrange all pre-session games.

c. Arrange all Social games.

d. General help with day-to-day club activities.

16.6. Registrar

The Registrar shall:

a. Co-ordinate yearly registration & summer soccer registration of players.
b. Keep records of all registered players & provide reports,.

c. Maintain a record of suspended, defaulting and ineligible players.

d. Report to the Committee on member numbers.

e. General help with day-to-day club activities.

16.7. Canteen Manager

The Canteen Manager shall:

a. Maintain stocks of food etc. for sale at the canteen.

b. All actions must be authorised by Resolution by the MC.
c. Report regularly to the Committee.

d. General help with day-to-day club activities.

16.8. Equipment Officer

The Equipment Officer shall:

a. Maintain all Club equipment at levels set by the MC.
b. Report to the MC re the replacement of equipment.
c. All actions must be authorised by the MC.

d. General help with day-to-day club activities.

16.9. Publicity Officer/Social Media Manager

The Publicity Officer/ Social Media Manager shall:

a. Co-ordinate the Club newsletter if one exists.

b. Arrange distribution of the Club newsletter to all members.

c. Provide ideas and recommendation for social media activity.

d. Assist with the management of the club social media activities.
e. All actions must be authorised by the MC.

f. General help with day-to-day club activities.
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16.10. Members Protection Officer

The Members Protection Officer shall:

a. Be responsible for reporting to the Association Child Protection Officer all matters pertaining
to child protection.

b. Co-ordinate the clubs response to child protection.

c. Administer the record keeping associated with the Prohibited Employment Declarations.

d. Ensure the Working with Children Check process is followed.

e. Ensure all persons involved in the club are aware of the club's child protection policy and
relevant codes of conduct.

f. Promote child protection awareness in the club.

g. Ensures that children and adults in the club have a person to go to if they have a concern or
need information on child protection.

h. Assist in maintaining the confidentiality of any child related matters and the privacy of any
children or persons involved.

16.11. Female Development Officer

Female Development Officer shall:

a. Actively promote female soccer within MFC.

b. Develop and increase membership/participation within the MFC junior female teams.
c. Assist all senior female teams/coaches/managers when help is required.

d. Represent MFC in meeting regarding female soccer.

e. General help with day-to-day club activities.

16.12. Social Secretary

The Social Secretary shall:

a. Organise fund raising within the Club.

b. Organise social events for members.

c. All such fundraising and events must be authorised by the MC.

16.13. Roo Ball Convenor

The Roo Ball Convenor shall:

a. Be responsible for liaison with Roo Ball parents, coaches & managers, and reporting to the
MC.

16.14. Grounds person

The Grounds person shall:

b. Be responsible for marking all fields.

c. Be responsible for reporting all damage to the fields to the appropriate authority.
d. Be a MFC representative on the Harvey Park Committee (2 of 2).

16.15. Elected Officials (General Committee)
The elected Officials not appointed to a position outlined in Clauses 16.1 to 16.13 inclusive, shall:
a. Assist other officials in any way as directed by the MC and EC.
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