
 
Coffs Trail Runners Inc. - Office Bearers Roles and Responsibilities 

 
As outlined in the Coffs Trail Runners Inc. Constitution, the formal officers bearers roles include: 
 

●​ President 
●​ Vice-President 
●​ Treasurer 
●​ Secretary 

 
Additionally, the Public Officer is a formal role required under the Constitution and relevant 
legislation. This role may be held by one of the office bearers or another nominated individual. 
 
Below are the responsibilities associated with each role: 
 
President 

●​ Leads the committee to ensure it operates in the best interests of Coffs Trail Runners 
Inc., its members, and participants. 

●​ Chairs committee and general meetings. 
●​ Supports other committee members as needed. 
●​ Acts as the primary media contact and public representative of the club. 

 
Vice-President 

●​ Assists the President in ensuring the committee functions effectively and in alignment 
with the club’s objectives. 

●​ May step into the President’s role when required. 
 
Secretary 

●​ Distributes agendas/minutes from Annual General Meetings and committee meetings. 
●​ Ensures compliance with obligations under the Coffs Trail Runners Inc. Constitution and 

the Associations Incorporation Act 2009. 
 
Treasurer 

●​ Manages and records all financial transactions of the club. 
●​ Prepares and presents financial reports in a recognised format at the Annual General 

Meeting. 
●​ Is a mandatory co-signatory on any bank or credit card accounts held in the club’s name. 

 
Public Officer 

●​ Ensures the club meets its legal obligations under the Associations Incorporation Act 
2009 and the club’s Constitution. 

●​ Acts as the official point of contact between the club and NSW Fair Trading. 


