
Job descriptions 
 
The Ampthill and District Camera Club Committee is a group of members of the club appointed by the members to manage 
the affairs of the club. They appoint collegiately to reflect the wishes of the members and deliver an appropriate 
programme of events. To achieve this they develop processes and guidelines and meet 4/5 times a year.  
 
President 
 
The role of President is to ensure that committee meetings, programme activities and the club in general is well run, 
inclusive and achieves the club’s aims. The role involves participating in the Committee Meetings and Annual General 
Meeting, listening to member’s ideas, thoughts and suggestions for club activities, passing onto the relevant committee 
member(s) and promoting the aims of the club to members, visitors and the public alike. 
 
Chairman 
 
The role of chairman is to ensure that the Club is run efficiently, fairly and actively, to chair Committee Meetings and other 
decision forums and welcoming, introducing and thanking speakers, judges and other visitors. The chairman works with all 
members of the Club’s committee to ensure suitable levels of governance are in place regarding finance, programme and 
events, competitions, club documentation and notices, committee documents, website and photographic exhibitions and 
events. Promoting the aims of the Club to members, visitors and members of the public. 
 
Vice Chairman  
 
This role is to assist the Chairman by providing support with regards to the administration and general running of the Club. 
To obtain an understanding of the systems and operation of the Club so when the role of Chairman passes on, the Vice 
Chairman can assist with sharing their knowledge to ensure continuity and a smooth handover. Ensuring the aims and-
standard of the Club are maintained. To help co-ordinate and collate information from the Committee and members 
toward various articles for magazines and other platforms in the promotion of the Club.  
 
Secretary 
 
The role of secretary is to ensure that Committee Meetings, the Annual General Meeting (AGM), and any other “formal 
meeting” of the Club are documented, to ensure that a true and accurate written record of the meeting has been created. 
To keep members informed of East Anglia Federation (EAF) programme activities, event posters and other pertinent 
information relating to the aims of club. To work with all members of the Club’s committee with regards documentation, 
programme activities, event posters and other relevant information. Responsible for inviting two non-committee members 
to attend the Committee meetings. The secretary also filters any enquires from the website to the relevant Committee 
member. Promoting the aims of the Club to members, visitors and members of the public. 
 
Treasurer 
 
The office of club treasurer is to control the club’s money, its collection, and disbursement. The treasurer is responsible for 
keeping accurate books that will enable him/her to give a full financial report whenever requested. Duties include 
collection of annual and weekly subscriptions, preparing the annual budget, maintain the club purse, making such 
payments as are necessary in a timely fashion in conjunction with another authorised signatory, and to prepare financial 
annual statements, which are then audited. 
 
Programme Secretary 
 
At the direction of the Committee, the Programme Secretary will plan, publish, provide and review an Annual Club 
Programme, to be approved by the Committee, that takes into account the Club’s aims and wishes of its members. The 
Programme Secretary will invite a small group of members to form a Programme sub-committee to assist in this role. 
Duties include working with the Programme Sub-Committee to create a schedule of meetings to include presentations by 
guest photographers, Club competitions, practical evenings, field trips, visiting speakers. To arrange qualified judges for 
both internal and Inter Club competitions. To remain active in the EAF network. To provide feedback and reflection to 
speakers and judges (as applicable). 
 
 
  



Membership Secretary 
 
The office of the membership secretary is to manage the number of members is accordance with the Rules and 
Constitution of the Club. Duties include filtering through the new membership enquiries from the website, email and 
exhibition and sending potential members a welcome pack containing information on the programme, subscriptions, 
competitions, and the rules and constitution. To report to the Committee about current status with regards to associates 
and full members. 
 
Internal Competition Secretary 
 
The office of internal competition secretary is to manage and co-ordinate the internal competitions, and exhibition photos. 
Duties include managing the digital and prints entries for internal competition both physically and through the Photo Entry 
system. To co-ordinate the prints or digital entries on competition night, to ensure they are presented efficiently and 
methodically. To ensure and communicate the requirements for the competitions and the correct application of the rules.   
 
External Competition Secretary 
 
The office of external competition secretary is to carefully review external competitions for suitability and appropriateness. 
Collate entries from the Club, using past entries from the internal competitions, which meet the requirements for the 
competition. Co-ordinate a selection Committee using LRPS qualified members were possible. To co-ordinate the 
submission of entries, and feedback the results to both the members and Committee. 
 
Webmaster  
 
The office of webmaster is to manage the club website and keep it up to date with news, competition results, rules and the 
constitution. Maintaining an appropriate catalogue of images from competitions, exhibitions and field trips. To provide 
thumbnail links to events. Communicating with the website host, maintaining the correct level of security, and reporting 
back on any developments to the website and in the industry. Working with the Committee to consider the storage 
capacity, hits to the website, impact and usefulness of the site.  
 
Skills Development Officer 
 
To listen to members, and provide appropriate skills development, with regards to capturing the image, framing the image 
and getting the best from their camera or photo development package. Working with the programme secretary to plan 
technical evenings with appropriate structure and material, with regards to forthcoming competitions and skills gaps. 
Reviewing the periodical surveys from members to tailor needs and skills, and interests.  
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