Redcliffe Bridge Club

POSITION DESCRIPTIONS

OFFICE BEARERS AND NON-OFFICE BEARERS

(Approved by the Management Committee
13 February 2025)

THIS DOCUMENT OR PART THEREOF MAY BE PHOTOCOPIED. BUT
MUST REMAIN IN THE CLUBHOUSE AND BE AVAILABLE FOR
INSPECTION AT ALL TIMES.
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President

The President is the Club’s principal officer and should work to maintain key relationships
within and outside the Club. The President’s duties and responsibilities include:

1.
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9.

Preside at general meetings and Management Committee meetings as well as functions held
at the Club.

Negotiate with the Moreton Bay City Council regarding leasing arrangements and negotiate
with our co-tenant the Snooker Club when required.

Implement government legislative requirements for the conduct of the Club, e.g. Covid.
Prepare an agenda for each Committee or General Meeting, in conjunction with the Secretary.
Have a good working knowledge of the Club Rules and By-Laws.

Periodically review the Club’s Position Descriptions and endeavour to find appropriate
members to fill both the Office and Non-office Bearer roles.

Be responsible for ensuring that the Committee fulfils its responsibilities for the governance
and success of the Club.

Be a signatory for the Club for all legal and financial purposes.

Attend QBA meetings as the Club’s representative.

10. Authorise all electronic communication distributed to members.

11. Provide regular newsletters to members.

Vice-President

The Vice-President is responsible for assisting the President as requested by the President in
carrying out their duties.

1.

In the absence of the President, the Vice- President will represent and act on behalf of the
President at all general and management meetings as well as functions.

In the absence of the President, the Vice-President will carry out all actions normally
undertaken by the President.
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Secretary

The Redcliffe Bridge Club (The Club) is an incorporated association and as such must comply
with the Associations Incorporations Act 1981(the Act) and the Associations Incorporation
Regulations 1999, reporting to The Office of Fair Trading.

The Club also is affiliated with the Queensland Bridge Association (QBA) and must comply with
QBA Regulations. The QBA must be informed of changes to our committee, Club contact details
and session times. There is a “Secretaries” page on the QBA website under the Club tab which
contains information relevant to our obligations to the QBA. It should be noted that direct contact
with the ABF is discouraged - if we want to contact the ABF then we should first approach the
QBA with details.

The Club operates under Rules and By-Laws with which the secretary must be familiar. Where
the Rules are in conflict with the Act, the Act takes precedence. Any changes to the Rules must
first be approved by the QBA, then have 75% of members at a general meeting pass a Special
Resolution accepting the changes and must then be approved by the Office of Fair Trading. By-
Laws are for the internal management of the Club and can be changed by a resolution carried at a
general meeting.

The Secretary has certain obligations under the Act and other Club functions which include:

1. Within 1 month of the AGM complete the tasks listed in By-Law 2.1 which details items and
actions to be included in the agenda for the first meeting of the new Management Committee.
In addition, the Liquor Licencing Exemption should be reviewed with the membership of the
new Management Committee to ensure there are no material changes that would affect the
validity of the exemption.

2. In consultation with the President, prepare an Agenda for each meeting of the Management
Committee and ensure distribution prior to the meeting.

3. Prepare minutes for each meeting of the Management Committee and post them on the Notice
Board and the website once accepted at a following meeting (By-Law 2.4).

4.  Acknowledge to sender all incoming correspondence, apart from Junk mail, and include all
such correspondence in the agenda for discussion (By-Law 2.5). Keep a copy of all
correspondence and other documents relating to the Club (Rule 17).

5. Maintain the Register of Members with the assistance of the Masterpoint Secretary (Rule 17).

6. Follow the Process for the Conduct of the Annual General Meeting (AGM) as detailed in
By-Law 8.0 and Rules 31-38, the first step being to call for committee position nominations
and notices of motions at least 28 days prior to the AGM date.

7. Call a Special General Meeting when required following the instructions in Rule 36.
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8. Ensure that copies of the following documents are displayed in the playing room (By-Law
13.0):
(1) Rules (previously known as the Constitution)
(i) By-Laws
(iii) Position Descriptions

9. Collect mail from the Club’s PO Box 2179 in a timely manner and arrange for someone else
to collect when absent.

10. Be a signatory for the Club’s bank accounts.

11. Update the Director’s Announcements on a regular basis.

12. Prepare Annual Report.

Treasurer

The Treasurer is responsible for the financial supervision of the Club which allows the
Management Committee to provide good governance of our operations. The Treasurer’s
responsibilities and duties include the following weekly, monthly, quarterly, annual and ad hoc

activities.

Weekly

1. Check that all income is received, banked, and recorded in the Club’s financial program.

2. Ensure that all accounts are paid and recorded in the Club’s financial program.

3. All payments to suppliers must be authorised by two Management Committee members
approved on the Suncorp authority form. The Treasurer will initiate the payment and the
second authorised member is to authenticate the payment, via the internet banking application.

4. When processing reimbursement forms, the Treasurer will ensure they are completed and
signed by the person/member requesting a refund of goods purchased on behalf of the Club.
This reimbursement form is to be countersigned by two authorised officers of the club.

Monthly

5. Review the Club’s income and expenditure for the month and compare the results to the
previous year pointing out any anomalies to the Management Committee.

6. Prepare and present a financial report to the Management Committee, including a bank
reconciliation, profit and loss statement and details of all the Club’s expenditure since the last
report.

7. Assess the Club’s long-term financial future bringing any concerns to the attention of the
Management Committee.

8. Liaise with the Club Providore monthly to ensure they are working within the annual budget

set by the Management Committee. This also includes reconciling receipts:
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10.

a) For the Coles debit account which has a credit limit of $1500; and
b) In the Petty Cash ledger and topping up as required to a limit of $100.

Monitor the Club’s working account and transfer any excess funds to the Club’s Investment
Account.

Back-up the Club’s financial program.

Quarterly

11.

Review the Club’s financial position year-to-date and report any concerns to the Management
Committee.

Annually

12.
13.

14.
15.
16.

17.

18.

19.

20.

21.

Liaise with the QBA and ABF in relation to their fee charges for the new year starting 1 April.

Advise the Membership Secretary the amount of the annual subscriptions which are due.
Working with the Membership Secretary report any overdue payments to the Management
Committee.

Make payments to the QBA and ABF for their annual fee charge.
Prepare the Club’s financial records for the annual audit.

Maintain an Asset Register listing all capital expenditure and showing depreciation. This must
include the date of purchase.

Review the Club’s insurance policies each year and obtain a quote from an alternative provider
at least once every 3 years.

Complete the ATO self-assessment form to assess the Club’s non-profit status for tax purposes
and present the form to the Management Committee for approval. Refer to the Forms and
Documents file for assistance. NFPs can be lodged using the self-help phone service on 13 72
26. You will need to have the ABN and a reference number from the ATO letter ready when
you call.

Re-invest all maturing Term Deposits following the approval of the Management Committee
noting the Bank must be notified two (2) days before the expiry of the Term Deposit. Note
the Bank will issue a reminder letter well in advance of the expiry date of the term deposit.

Within a month of the AGM being conducted review the Club’s Key Register in accordance
with By-law 2.1 (d) and update as necessary. This will include checking the key holder still
has the key as registered and still requires a key based on their role in the Club. The key
holder will be required to sign the key register for the new year. Where a key holder resigns
from a Club position, they must return the key and sign the Register accordingly.

Within two (2) weeks of the AGM being conducted the incoming authorised officers (i.e. The
President, Treasurer and the Secretary) are to complete, sign and present the Suncorp
“Add/Delete Authority Request Form” to the Suncorp bank in person. A signed copy of the
AGM minutes must be present with the form. The forms are in the Forms and Documents
file.
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22.

23.

24,

25.

Within a month of the AGM being conducted complete the ATO “Change of Registration
Details” where there has been a change in the authorised officers (i.e. The President, Treasurer
and the Secretary). A signed copy of the draft AGM minutes must be attached to the form.
The forms are in the Forms and Documents file.

Issue an email to all suppliers where there has been a change in the holder of the Treasurer
position. A copy of the email is in the Forms and Documents file for your assistance.

The outgoing Treasurer must provide all information required to transition to the new
Treasurer.

Forward to the Moreton Bay City Council a copy of the renewed Insurance Policy and
Certificate of Currency.

As Required

26.

27.

28.

Review the amount of prize monies paid to members towards the end of each year and present
a prize money schedule for the following year to the Management Committee for approval.

Review the number of free games given to volunteers towards the end of each year and present
a recommendation to the Management Committee for consideration and approval.

Review and maintain a roster of Club members that undertake the role of cashier. This
includes providing any training required.

NON-OFFICE BEARERS

Tournament Organiser

1.

In conjunction with the session Director ensure full compliance with The QBA Regulations,
RBC By-laws, and The Laws of Bridge 2017, paying particular attention to Laws 80 to 93
which describe the responsibilities of the Tournament Organiser and the Director in some
detail.

Manage special events, call for nominations, and give notice of any special conditions of entry
and together with the nominated session Director arrange for seeding of players if required.

Liaise with the QBA and other organizations to facilitate the running of special events such as
GNOT's, Zone Events, Congresses, Queensland Wide Pairs and Australia Wide Pairs etc.

Provide a report to each monthly meeting of the Management Committee.
Be alert for any potential new directors and encourage and assist in their ongoing training.

Manage the preparation of the Club Program Book which will include all sessions for the next
12 months and present a recommendation to the Management Committee for final approval.

On a weekly basis, ensure a Director and Bridgemate assistant are rostered for each session.
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8.
9.

10.

Ensure processes are in place in the event of an appeal.
Organise and chair meetings of Directors when required.

Maintain a good working knowledge of the Laws of Bridge 2017, QBA Regulations, RBC
Rules and RBC Bylaws and any amendments that may occur from time to time.

Masterpoint Secretary

The Club Masterpoint Secretary administers the ABF Masterpoint Scheme in accordance with
requirements shown on the ABF Masterpoint Centre website. Duties include.

1.

2
3.
4

10.
11.

12.

Ensuring all masterpoints awarded to Club members are true and correct.

. Applying for authorisation numbers for B4c red point sessions each month.

Calculating eclectic results and posting them on the Club notice board and website.

. Completing and submitting the Monthly Masterpoint Report electronically to the ABF

Masterpoint Centre.

Advising the Tournament Organiser and the Club Management Committee of the number of
B4c red point sessions allocated to the Club each year after ABF’s assessment at the end of
September.

Assisting the Tournament Organiser with the preparation and submission of the Redcliffe
GNOT Club Heat(s) Report(s) as required.

Distributing ABF Registration cards to members.

Arranging for Masterpoint promotion awards to be presented by the Director of the Day.
Calculating masterpoints earned by members to determine their eligibility for Club awards.
Displaying various reports on the Club notice board, including the current Ranking Report.

Confirming the correctness of Masterpoints invoice at the end of each quarter and passing it
on to the Treasurer for payment.

Liaising with the State Masterpoint Secretary and Australian Masterpoint Secretary as
required.

Membership Secretary

1.

Liaise with the Club Management Committee, the Treasurer, the Club Secretary and the
Systems Administrator in processing Membership Applications of new Home and Away Club
members.
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Enter new member contact details, noting ABF and Club Membership numbers, in Club and
ABF databases.

Give Membership Application to Systems Administrator for member inclusion in Pianola.

Generate the Club welcome letter and email to new members. Where email is not available a
hardcopy is to be sent out by the Secretary.

Maintain list of current Away members on ABF Alternates webpage.

Notify ABF of changes to player details and update Club membership database.

Ensure consistency between ABF and Club Membership databases.

Undertake the following activities as it relates to the annual membership renewal process:

a) By the end of January each year:
i. Provide the ABF Annual Membership Reconciliation Report to the Treasurer, to allow
renewal notifications to be prepared.
ii. Issue renewal invoices to all current members requesting payment by the end of
February.
b) During March follow up any current members that have not renewed.
c) By 31 March each year, in conjunction with the Treasurer, advise ABF of membership
non-renewals by electronically removing non-renewing members from the Club’s Member
and Away lists.

Directors

The Director has total responsibility for all of the actions listed below. However, in carrying out
these actions he/she will have the assistance of the Bridgemate Assistant to ensure all requirements
are met. In particular, the setting of the movement must be double-checked by one or the other.

The Director is the official representative of the Tournament Organiser and is responsible for the:

1. Onsite technical management of the playing session, and
2. Enforcement of the Laws of Bridge, the QBA Regulations and the Club By-Laws.

Before play, the Director must:

1. Ensure proper access to the playing room.

Attend to air conditioning, lights and windows and the general layout of tables.
Decide which movement will be played and set it up on the office computer.
Allocate table numbers, set timer clock, turn on microphone.

Welcome visitors.

Read out announcements.

Organize someone to collect table fees.

Take responsibility for, and announce fire safety procedures when scheduled.
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After play, the Director must:

1. Finalise the scoring, including a check for anomalies.

Display results on television and signed results on notice board.

Turn off microphone, timer clock, lights, and air-conditioning.

Secure the room and leave it in a condition suitable for commencement of the next session.
Set the alarm and lock up the building.
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Bridgemate Assistant

1. Under the direction of the Director of a bridge session, the Bridgemate Assistant may assist
with setting up the movement in Compscore.
2. Other duties of the Bridgemate Assistant include:
e Assisting players operate the Bridgemate table-top unit correctly;
e Ensuring the players’ names have been entered correctly into the table-top units;
e Printing out hand records;
e Assisting with correcting scores and errors made entering details in the Bridgemate;
e Assisting the Director in finalising the session results;
e Uploading the session results into Pianola;
e Placing any uncollected hand records into the club display folder; and
e Assisting the Director in closing the clubroom at the end of play.

Building Manager

1. Maintain, with the co-operation of the management committee, all Club areas used by
Members. This includes the management of cleaning services, pest control, plumbing, air
conditioning, electrical maintenance, servicing of the external automatic door and external
cleaning.

Keep a Maintenance Register in conjunction with the Secretary.

Ensure that all lights are in working order.

Ensure that rubbish is removed and that wheelie bins are out for collection.

Ensure that chairs are checked twice yearly and pads are replaced where necessary.

Ensure that the water cooler is serviced and functional.

Liaise with the Snooker Club with regard to joint responsibilities.

Liaise with the Moreton Bay City Council as required.

Ensure that all Club policies and procedures comply with relevant Government legislation.
10 Provide regular reports to the Management Committee on the above matters.
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Health and Safety Officer

The Health and Safety Officer, subject to directions from the Committee, is responsible for issues
relating to health and safety in the Club rooms including:
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The development, monitoring and implementation of the Health and Safety policy of the Club.
The development and maintenance of the Emergency Management Plan.

Maintaining an Incident Register and presenting it to the Committee for action.

Ensuring the Club is compliant with relevant health and safety legislation.

The inspection of the Club rooms and grounds on a regular basis to identify and evaluate
possible risks and hazards.

The Health and Safety Officer will provide the Secretary with a monthly report.

Ensure that fire procedures are current and announced regularly.

Website and Technical Support

1.
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11.
12.

13.

14.
15.

Maintain the integrity of the Compscore and Bridgemate scoring systems updating the
programs on a regular basis.

Provide training to Directors and Bridgemates operators as required, keeping these officers
informed of any changes to the scoring systems.

Check the battery life of the Bridgemate Server and table-top units, monthly.
Maintain the integrity of the dealing program applying updates as required.

Provide training to users of the dealing system.

Ensure that new boards are available for all bridge sessions.

Maintain the dealing machine keeping it clean and make any adjustments as required.
Locate and replace damaged and worn cards.

Ensure that the photocopier is in good working order and that we have the necessary materials
on hand for our printing and copying needs.

Manage the computer network in the office, ensuring that regular back-ups are performed.
Regularly check and update our virus protection on all the office computers.

Manage Pianola, including performing updates, and assisting committee members who need
to use it in the performance of their duties, and training members in its use.

Assist the Secretary and other committee members in using and maintaining the Club’s
website.

Assist the newsletter editor with the distribution and printing of the newsletter
Assist with the formatting and printing of the Annual Program Book.
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16. Assist Treasurer with generating membership renewal invoices and recording payments.
17. Represent the Club as the Administrator for MyABF.

18. Ensure the ‘Membership Application’ and ‘Change of Membership Details’ as published on
the Club’s website are current.

Purchasing Officer

1. Maintain a Purchasing file including a description of purchasing procedures, and a list of
suppliers.

2. Periodically review supplies and determine when additional supplies are required. Supplies
include Bridge supplies such as bidding pads, systems cards, Rules Books etc., as well as
stationary supplies and miscellaneous items such as batteries, alcohol, decorations etc.

3. Either purchase the items required or arrange for others to purchase, then pass invoices to
Treasurer for payment.

4. Arrange trophy engraving and Name Badge printing.

5. Ensure adequate supply of drinking cups for the water cooler.

Librarian

1. Administer the Club's library in accordance with members’ needs and provide advice to the
committee on overdue resources that haven’t been returned.

2. Provide advice to committee on new bridge resources that could assist learning.

Providore

1. The Providore, with the help of the committee, is responsible for catering for Club events.

2. The Providore will be responsible for purchasing supplies as required, within an authorised
budget, and will have a Coles card to purchase goods on the Club’s account. They will also
use Petty Cash for purchases.

3. The Providore and/or their representative, will set up tea/coffee area for designated break
during play.

4. The Providore and/or their representative, will maintain the kitchen facilities and dining areas
ensuring that these areas are kept in a clean and tidy condition in accordance with government
legislative requirement.
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Welfare Officer

1.

Send “Get Well” cards to members who are in hospital or unable to come to the Club due to
illness.

Send Sympathy cards to members who have lost a partner.

Provide the Secretary with a monthly report including a list of members who have been sent
cards.

Provide induction support for new members of the Club.

Club Recorder

1.

The Recorder shall be appointed to the position by the Management Committee of Redcliffe
Bridge Club.

The Recorder shall be an experienced bridge player, preferably with knowledge and experience
of mediation of disputes.

The Recorder shall be a person to whom players have recourse on complaints or suspicion of
improper, unethical, or discourteous behaviour by others in general matters which are not
strictly the province of the Director of the session. The session Director may also refer a
complaint to the Recorder.

If the Recorder is absent from a regular Club session, players may choose to communicate with
the Recorder by telephone or email. The details for the Recorder shall be available on the Club
website.

In the case of a Congress or major Club competition, the Recorder will follow ABF guidelines
for the Role of the Recorder, stated on the ABF website.

In the case of Club sessions, if the Recorder is unable to resolve an issue or if it is deemed that
further investigation may be appropriate, the Recorder shall make a formal written report to
the Management Committee who will then assume ongoing responsibility for the resolution of
the matter or instigate disciplinary proceedings in accordance with Rule 12(2), By-Law 6, and
By-Law 7.

The Recorder shall not provide decisions that are in the province of the session Director. If a
complaint is made to the Recorder, the Recorder shall not have any role in an appeal or
disciplinary matter relating specifically to that incident or complaint.

The Recorder shall maintain a confidential written record of referred incidents and actions
taken on an Incident Report Form which will be available to the Secretary of the Management
Committee on request.
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9. For disciplinary records referred to the committee, these will be retained in a file in the safe
for a period of 10 years. For records of incidents that were resolved without the knowledge or
involvement of the committee, the Recorder may destroy these or pass them on to the next
Club Recorder, as they deem appropriate.

10. The Recorder shall have the support of the Management Committee. Any discourtesy to the
Recorder while exercising his/her functions will not be tolerated and the Management
Committee will use its disciplinary powers to support the Recorder.

11. Steps for a Recorder * Be Approachable * Listen well * Be accepting and not judgemental *
Keep in mind the need for impartiality and fairness.

e Discuss confidentiality and ensure that the complainant is aware of the right of the
responder to have access to the details of the complaint. Consider seeking written
permission.

e Clarify what outcome the complainant seeks.

e Outline the options available to the complainant —

Taking no action

Apology

Mediation

Escalation of the complaint to a formal level via a report to the Management
Committee.

e |If appropriate, discuss the possible eventuality of necessarily involving witnesses,
depending on the outcome sought.

e Advise and inform players involved within seven days of:

o

o
o
o

No further action
Notifying Director of the session
Referral of matter to the Management Committee

Provide an opportunity for the complainant to see the Recorder again, if necessary

Education Officer

The Education Officer, in conjunction with the committee, is responsible for the promotion and
encouragement of bridge education for all within the Club. This endeavour will cover all aspects
of the Club’s operations and encompass the consideration of:

1. Recognition that all within the Club may not seek such educational opportunities.
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2. Wherever possible, education opportunities should be targeted towards specific
goals/outcomes and be available to a wide cross-section of the Club membership.

3. Encourage the development and utilization of in-house training resources wherever possible.

Provide assets and opportunities that encourage individual and group learning.

5. Encourage a culture of inter-generational development to sustain the Club’s viability and long-
term future.

&

To achieve those outcomes, the main functions of this role are: effective communication (listen
and engage) supported by constructive feedback (membership and committee); consultation both
written and verbal with the Club members; and regular reports/updates to the committee.

The Education Officer will also provide an Annual Report to the members.
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