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SU Clubs and Societies Committee Role Description
The Hartpury Students’ Union Clubs and Societies Committee is integral to the smooth running of any club or society at Hartpury. Working closely with the SU Clubs and Societies Officer and the SU Volunteer Coordinator, the Committee ensures that all events, activities, and administrative tasks are carried out efficiently. Each committee member plays a key role in the overall success of the club or society, with specific responsibilities divided among the Chair, Treasurer, and Secretary. These core roles are vital to the functioning of a club or society, and all members must work collaboratively to support the development, growth, and engagement of the student body.
Responsibilities:
· Collaborate with fellow committee members to ensure smooth day-to-day operation of the club or society.
· Uphold the values, objectives, and purpose of the club or society.
· Work as a team to ensure all members' views are considered and that decisions are made democratically.
· Ensure that all club or society activities adhere to SU guidelines, including health and safety regulations, financial policies, and codes of conduct/practice.
· Maintain consistent and regular communication with the SU Clubs and Societies Officer and SU Activities Coordinator.
· Attend and actively participate in semesterly Committee Meetings with the Clubs & Societies Officer and club development meetings with fellow committee members.
· Represent the club/society at Student Council meetings (3x per academic year) and lead the Annual General Meeting (AGM) and handover in semester 2, reflecting on the year’s activities and planning for the future. 
Key Activities:
· Regularly attend committee meetings to discuss club or society progress, plan events, and make key decisions.
· Actively promote and encourage involvement in club or society events, both internally among members and externally to potential new members.
· Assist in planning and delivering fundraising activities, particularly during RAG Week.
· Ensure club or society records, including memberships and finances, are up to date and compliant with SU requirements. 
· Plan and execute a range of social, educational, and fundraising events, including participation in RAG Week.
· Represent the club or society at Freshers’ Fair and Refreshers Week to recruit new members and engage the student body.


Chair:
· Lead and chair all meetings democratically, ensuring proper conduct and communication of minutes to the SU.
· Act as the primary contact between the club/society and the SU, as well as other external bodies.
· Ensure that all health and safety precautions are in place for club/society activities.
· Oversee the planning and smooth execution of social events and activities and convene general meetings.
· Ensure collection of any applicable membership fees.
· Ensure all activities follow good practice guidelines, risk assessments, and SU policies.
· Organise and manage the club or society’s presence at Freshers’ Fair, including booking the table and staffing it.
· Foster enthusiasm and motivation among committee members and the wider club/society.

Treasurer:
· Maintain up-to-date knowledge of the club or society's financial standing and plan accordingly.
· Oversee and administer the club or society’s finances in accordance with SU financial regulations.
· Ensure that all expenditure is legitimate, remains within budget, and that accurate records of purchases are maintained.
· Ensure that all income is paid directly into Union accounts and no funds are withheld.
· Present an income and expenditure account for the previous year at AGM and submit copies to the SU.
· Organise sponsorship or fundraising activities to support the club or society.
· Ensure all financial activities follow SU financial policies.

Secretary:
· Arrange and publicise meeting dates, circulate agendas two days in advance, and ensure minutes are taken and shared with the SU.
· Maintain up-to-date records of club or society membership, including contact details, and ensure these are shared with the SU.
· Manage all incoming communications and ensure they are passed on to the relevant committee members or the wider membership.
Opportunities for Involvement:
· Develop key skills in leadership, teamwork, organisation, and communication.
· Gain practical experience in event management, financial administration, and student engagement.
· Play an integral role in shaping the direction and activities of your club or society.
· Participate in high-profile SU events like Freshers' Fair, RAG Week, and the StAR Awards, with the chance to win the Committee of the Year award.
· Benefit from training and development opportunities offered by the SU to enhance your personal and professional growth.
Benefits
· Leadership development – Gain experience influencing decisions, representing peers, and contributing to strategic discussions.
· Communication skills – Develop confidence in presenting ideas, asking questions, and engaging with a range of stakeholders.
· Teamworking and collaboration – Work alongside staff, students, and external partners to achieve shared goals.
· Meeting and governance experience – Learn how committees operate, including agenda setting, decision-making, and organisational processes.
· Problem-solving skills – Contribute to identifying issues and developing practical solutions that improve the student experience.
· Negotiation and influencing skills – Build experience advocating for student perspectives and helping shape outcomes.
· Critical thinking – Review information, analyse proposals, and provide informed feedback on key topics.
· Networking opportunities – Connect with academic staff, professional services colleagues, senior leaders, and fellow student representatives.
· Confidence building – Gain experience speaking in formal settings and contributing to discussions.
· Project and organisational skills – Manage priorities, prepare for meetings, and follow up on actions effectively.
· Enhanced CV and employability – Demonstrate commitment, leadership, governance experience, and transferable skills valued by employers.
· Making a positive impact – Help shape policies, services, and initiatives that benefit current and future students.
· Professionalism and accountability – Learn to represent others' views responsibly and maintain confidentiality where appropriate.
· Financial rewards - £5 e-gift card for each semesterly committee meeting attended, rewarded electronically by the SU 
Time commitment: We estimate this role will be approximately 2 hours per week (flexible)
Start date: Upon completion of the training and volunteer agreement 
End date: End of current academic year (30th April)
This role is ideal for students who are passionate about leading their club or society, keen to make a positive impact on the student experience, and eager to develop valuable skills for the future.
This is a voluntary, unpaid role that contributes to the success of Hartpury SU clubs and societies. It does not form a contract of employment.
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