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Introduction

HILSAG is branch member 12 of the Sub Aqua Association (SAA) who require that a diving
club have a committee. Our committee currently consists of the following roles some of
which are of a technical nature and the others administrative.

Chairman 

Technical Administration 

Diving Officer Secretary 

Training Officer Treasurer 

Equipment Officer Social Secretary 

Boat Officer Membership secretary 

The technical side requires officers who have some knowledge or skill in a particular diving
related subject. The administrative side requires equally important business and people
skills.

The committee has regular meetings at which they discuss club issues and to agree on
what actions to take. Club members are not required to attend these meeting but they may
come if invited.

lf a particularly big decision needs to be taken a vote by ordinary members is required at
a special meeting, called an Extraordinary General Meeting (EGM).

Every year an Annual General Meeting (AGM) takes place to report on the past years
progress, discuss and vote on any major changes in the club, and to elect the people who
are to serve on the committee for the following year.

Current club rules allow a committee member to perform the same job for as long as they
wish provided they are voted in at the AGM. However, it is a good thing to have new faces
running the club and so we want to encourage members to stand for committee jobs.



The committee is voted in each year at the Annual General Meeting, which is held in
January of each year.

You will appreciate that when a changeover of personnel on the committee takes
place it is crucial that the continuity of the position is maintained. Failure to do so
causes major disruption even in a small club environment.

The incumbent volunteer may find the role intimidating through lack of knowledge
and the learning curve may be large. As a result, the poor volunteer is often slow to
get started and before you know it the time has disappeared and nothing is really
achieved which just simply causes unnecessary pressure and job dissatisfaction....
a downward spiral !!!!

It’s important that the all committee members know what is required of them.

This smooth transition has not happened in previous years because the knowledge
transfer HAS SIMPLY NOT TAKEN PLACE.

I’d like this committee to make a real difference and make the transition much
smoother for the forthcoming year.

To do this we can all start by preparing a brief job description to contain :

1. a brief summary of each activity undertaken
2. a list of all important contacts
3. any special information

To help you get started, I have outlined some notes for the roles.

I would appreciate it if you could spend the next few weeks updating your job description
with as much information as you can possibly add. Content is much more important than
grammar/spelling and I can resolve this once I get your feed back.

It would be reasonable to expect that you all respond by December 9th at the latest so that
I might be able to tidy up and produce a formalized document.

The key for ALL committee members is to be :

• Proactive NOT reactive
• Do the planning 
• Identify what is needed
• Work out costs, get estimates
• Decide on time scales
• Identify the resource
• MAKE IT HAPPEN ..... for the benefit of club members
 
Many thanks in advance



Chairman

The Chairperson

• co-ordinates the work of the committee, ensuring that a clear agenda is set for the
year of office.

• does not necessarily seek to impose their personal ideas on the club but tries to
make sure that club rules are followed.

• is required to control the meeting and ensure that discussions do not go off track.

• must ensure that every member has their chance to put forward their point of view
so that a just and fair decision may be made.

• must organize a vote so that any decision is clear to everyone at the meeting

• has the casting vote in the event of a tied decision,

• is the official contact point with the SAA, and receives information from them and
the SAA.London Region



Diving Officer

This is the most responsible role in the committee and the SAA have written three pages
on the role of the Diving Officer. This can be included in the DO’s job description along
with any information that is specific to HILSAG. This is a technical role and requires high
levels of diving knowledge, preferably Dive Supervisor.

The DO is responsible for the conduct of safe diving within the club and achieves this by
ensuring that all training is done to a required level, that all equipment is safe to use and
used by trained people, and that all dives are carried out safely.

The levels of safety are defined by the SAA. This is a lot of work, and HILSAG has other
officers who take on different parts of this job, and so assist the DO in their work. The DO
is able to issue any qualification to the level they are qualified (maximum dive supervisor).
Instructor training and greater than DS is organised regionally. As a bonus, the SAA send
the magazine SCUBA World to the DO each month

Duties include :

• Liaise with the SAA on all diving matters

• Keep current with all SAA requirements and publish such to the club membership

• Liaising with the club equipment officer to ensure that club equipment is safe,
inspecting service records as appropriate

• Attendance of the SAA National DO Meetings

• Liaising with the Training Officer to approve all training courses

• Attending committee meetings



Training Officer

This person organizes the training. It is helpful if they are instructor trained, but not
necessary, as the DO is ultimately responsible for the quality of training.

A good organizer is required, as this person must plan the training schedule for every level
from novice up to dive supervisor and make sure it happens. This involves getting
instructors and others to do lectures, pool training and outside training. 

Contact with the SAA about external courses is needed for advanced courses that can't
be done inside the club such as boat handling and oxygen administration.

Duties include :

• Plan an organize all SAA based training courses at the club

• Publish details of all external training courses that might be of interest and
relevance to club members

• Liaising with the club equipment officer to ensure that equipment is available for
training

• Book training rooms for lectures

• Prepare budgets and submit to the Treasurer for planned training courses that
involve club expenses

• Attendance of the SAA Training Meeting

• Liaising with the DO to approve the training courses

• Attend committee meetings

• Ensure that all training lecture material is to current SAA standards

• Ensure that the location of all training equipment, e.g. projector, is fully accounted
for

• Adhere to the principles and policies laid out in the Club Training Guide

• Update the Club Training Guide as required



Treasurer

Duties include :

• Collect and account for all membership fees.

• Receive and arrange the payment of all approved invoices

• Reimburse club members for all approved expenditure

• Receive and reconcile the Clubs’ bank accounts

• Arrange for, and receive yearly budgets of income and expenditure, from each
appropriate member of the committee for inclusion in the cash flow forecast.

• Prepare cash flow forecasts for the purpose of advising the committee of the current
financial position

• Prepare the financial accounts for presentation and adoption at the clubs AGM

• Inform Secretary of Members leaving or joining and not paying membership
subscriptions

• Attend committee meetings



Boat Officer

The Club beat is the single most expensive piece of equipment that the club owns, at a
value of about £14,000 new. The boat officer is responsible for ensuring that the boat is
well maintained, and available to use as required by the members of the club. This means
that the maintenance must be controlled, any running repairs taken care off, and any
defects dealt with before they get to serious.

In addition, this person controls the keys and ancillary equipment belonging to the boat
and issues it to whoever is going to take the boat out for a diving trip.

Ideally a boat officer is mechanically minded, able to recognize and deal with boat
problems that are mainly mechanical.

Duties include :

• Liaise with the boat engineer to effect engine repairs and servicing as necessary,
ensure the engine is wintered correctly and then recommissioned prior to the diving
season.

• Arrange for any repairs to the RIB.

• Prepare budgets and submit to the Treasurer for the purchase and service of ALL
boat equipment. 

• Purchase ALL boat equipment as approved by the committee

• Ensure that the RIB is ready for the start of the diving season as agreed in general
committee

• Attend committee meetings 



Equipment Officer

This job is involves looking after all the equipment that the club owns, such as the scuba
and pool equipment, but excludes the boat. The major job is ensuring that cylinders are
kept adequately filled for training purpose and that the equipment locker is always opened
and closed on Thursdays.

Club equipment has a habit of disappearing so this role requires someone who can
organize an effective method of allowing access yet making sure that nothing goes missing
is wanted.

Duties include :

• Maintain full details of ALL club equipment, including make, serial numbers, service
history and a schedule of service requirements.

• Arrange for any repairs and service to the club equipment.

• Keep records of borrowed equipment and ensuring its safe return

• Account to the Treasurer for fees to hire club equipment

• Prepare budgets and submit to the Treasurer for the purchase and service of ALL
club equipment.

• Purchase ALL equipment as approved by the committee

• Attend committee meetings



Secretary

Duties include :

• Attend committee meetings

• Take detailed notes from committee and AGM meetings and publish minutes of the
discussion, decisions, any actions, by whom and by when.

• Prepare agenda and notes for the Club AGM, distribute such to ALL members prior
to the AGM

• Liaise with the SAA on all matters of new membership

• Arrange all Club insurance and deal with any claims

• Book Hayes pool each year



Social Secretary

Duties include :

• Plan an organize all Club social activities for the mutual enjoyment of all members

• Buy the beer !!!!

• Attend committee meetings



Membership Secretary

Duties include :

• Preparation and placement of advertisements for new members.

• Prepare and publish club membership packs

• Act as the initial contact point for all membership queries

• Liaise with and account to the Treasurer for all new membership fees.

• Prepare budgets and submit to the Treasurer for planned expenditure on
advertising and membership material

• Advise the Club Secretary of all new members for SAA Membership purposes

• Maintain a club members database

• Attend committee meetings
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