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POSITION DESCRIPTION 
	Position Title
	President

	
	

	Term
	Usually elected by Annual General Meeting, and holds position until next Annual General Meeting.

	
	

	Primary Objective
	To ensure that all matters relating to the Club are undertaken in a timely manner.  Responsible for co-ordinating the overall activities and administration of the Club

	
	


	SUMMARY OF POSITION PURPOSE


The President is ultimately responsible for coordinating the overall activities and administration of the club.
They are required to be organised, forward thinking and have a diplomatic demeanour.  Also they must posses an understanding of financial management, people management, conflict resolution, negotiation skills, excellent listening and communication skills.
RESPONSIBLE TO

The President is directly responsible to the Committee of the Porirua Pistol Club (Inc) and the members within
KEY RELATIONSHIPS
· Porirua Pistol Club Members

· Porirua Pistol Club Committee

· Aligned Banking Institution of the Club
· Pistol New Zealand

· New Zealand Police

· Porirua Shooting Association
ADDITIONAL/POTENTIAL RELATIONSHIPS

· General Public

· Media

· Aligned Financial institution for the Club

· Other shooting associations

	SKILLS


· Computer Literacy
· Problem solving
· Attention to detail
· Financial Management
· People Management

· Leadership

· Conflict Resolution

· Negotiation Skills

· Strong Communication Skills

· Planning Skills

	DUTIES


	Duties
	Responsibilities

	Documentation


	· Ensure that club activities are undertaken in accordance with the constitution and rules
· Present and submit an annual Presidents report to the Annual General Meeting

· Check and approve meeting minutes prior to circulation/publication



	Financial
	· Understand the financial position of the club
· Be a signatory for the club financial account


	Meetings 
	· Have a good understanding and knowledge of meeting procedures

· To chair all committee, general, Special and Annual General Meetings

· Bring to the attention of the committee and members matters of correspondence and deadlines


	Leadership
	· Co-ordinate activities within the committee

· Be the spokesman/official representative for the club on matters as appropriate or deemed necessary

· Be well informed on all club activities
· Be able to plan for the sustained growth and development of the club
· Has a good working knowledge of the constitution, rules and duties of all office holders
· Ensure that the elected office bearers perform duties as outlined and be available to assist where appropriate

· Is a supportive leader for all of the clubs members

· Ensure that club disciplinary matters are dealt with appropriately

· Ensure that the club abides by all applicable legislation and rules at all times


	Relationships
	· Maintain a good working relationship with:

· Club committee and members

· Pistol New Zealand

· New Zealand Police

· Aligned financial institution
· Other associations as/when appropriate




	Team Work
	· Demonstrate key leadership of the club for all matters

· Be committed to working as a member of the club committee
· Transact all business for the Club as directed by the committee

· Undertake all tasks as outlined to the best of ability



	Compliance
	· Be familiar with, demonstrate a commitment to, and comply with all legislation and policy relevant to all activities undertaken in the role.

· Comply with the Range Standing Orders at all times
· Behave in a safe manner and follow all safety procedures at all times

· Report hazards, incidents and injuries/accidents promptly to the Committee, Pistol NZ and NZ Police as appropriate


	Other Tasks
	· Manage club affairs in any other way as directed by the committee
· Perform, or cause to be performed, any other duties required for the protection of the clubs interests
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