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The following are the duties of the posts on the Committee of Middlesex County Archery Association. The Committee meets 4 times a year, in March, July, September and November. Committee members may delegate some of their duties, but remain responsible for seeing that they are carried out. All Officers attend and make reports to committee meetings. 

President
This is a position nominated by the Committee, in recognition of service to the County. The President attends Committee meetings where possible and Chairs the AGM. The President may attend the Championships and other events, to represent the County.

Chair
The Chair controls (Chairs) the Committee meetings. The Chair liaises with other Committee Officers between meetings regarding decisions taken at the last meeting and those to be taken at the next meeting.
The Chair is available to hear complaints and suggestions from members.

Secretary
The Secretary is the correspondence address of MCAA. The Secretary takes the minutes of Committee meetings and, following approval from the Chair, distributes them to Committee members and Club Secretaries. The Secretary serves the Notice of AGM to club secretaries and takes the minutes of the AGM.

Treasurer
The Treasurer keeps the accounts of MCAA and reports to the Committee meetings on the state of the accounts, and to the AGM on the Annual Account, which has been presented to the Auditor for checking.

The Treasurer, Secretary and Chairman are the signatories to the Bank Account.

Team Manager
The Team Manager
· Liaises with team managers in other counties to arrange inter-county matches, both indoors and outdoors. 
· Organises the event when it is Middlesex’s turn to host the match.
· Collects claims for expenses from team members for attendance at matches and passes them to the Treasurer to pay.
· Keeps records of team members for presentation of badges and bars at the end of the year.
· Organises the purchase of team shirts.


Records Officer
The Records Officer keeps records of record scores achieved by County members and prepares certificates for presentation at the AGM.

County Coaching Organiser
The CCO promotes the coaching and development of archers and coaches within the County and organises events/ workshops/courses for that purpose. Also deals with coaching renewals. 

Tournament Officer - Outdoors
The Outdoor Tournament Secretary organises the Bank Holiday Weekend tournaments which include the County Championship. 

Tournament Officer - Indoor
The Indoor Tournament Secretary organises the Indoor County Championship and Open Portsmouth tournament.

Short Metric League Officer
The Short Metric League Officer
· publicises the League to County Clubs
· meets with Club League Officers 
· publishes the results of the league
· issues League Newsletters
· Arranges the awards shoot (which may also be a final the case of a tie)

Worcester League Officer
The Worcester League Officer
· publicises the Worcester Postal League to County Clubs
· produces a schedule of matches
· Awards point monthly and publicise monthly positions in monthly Newsletters.
· Arranges the awards presentation

Safeguarding Officer 
The SO ensures that the County is adhering to up-to-date Safeguarding legislation and liaises with County Club Safeguarding Officers.

Web Manager
Designs, produces and maintains the Club’s website.


Ordinary Members
Two ordinary members are allowed in the constitution. Ordinary members have no specific duties but take part in discussions and have the right to vote at Committee meetings. Being an Ordinary member is a useful introduction to the Committee before taking on one of the other roles.
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