
Outline of Wollongong City Ladies Probus Club Committee Roles 

This is a summary of the main components of each role on our committee. It is not meant to be 
exhaustive, just indicative. 

President 

Chair monthly meetings. Chair committee meetings. Induct new members into the club. 
Organise annual birthday luncheon. Be familiar with constitution and standing resolutions. Be 
an authorised signatory on the bank account. 

Vice President 

Work closely with President to become familiar with the role and responsibilities of the 
presidency. Run meetings in the absence of the President. Take the opportunity to meet all 
members, guests and visiting Probus members. Assist any committee member who has a heavy 
workload. 

Secretary 

Collect club mail from PO box and distribute as required. Prepare and present a list of 
Correspondence In and Out for monthly meeting and committee meeting. Act as Public OƯicer. 
Issue notice for the election of committee members and oƯicers, nomination and proxy forms in 
accordance with the requirements of the Constitution. Be an authorised signatory on the bank 
account. 

Minute Secretary 

Record minutes of committee meetings and monthly general meetings and presents these 
minutes at the following meeting for formal adoption as a ‘true and correct record’. Ensure 
Minutes are signed by the President at the meeting. Can be an authorised signatory on the bank 
account. 

Treasurer 

Record all receipts and payments to and from the bank account. Ensure all payments have 
approved supporting documentation. Every payment whether by cheque or electronic transfer 
must be authorised by two bank signatories. Issue receipts for all money received from 
members. Present a financial report for each monthly meeting and each committee meeting. 
Submit year-end accounts and paperwork to auditor by mid-February each year. 

Assistant Treasurer 

Collect payments by EFTPOS machine at monthly meeting. Assist Treasurer in writing receipts 
for all money received at monthly meeting. Fill in for the Treasurer in their absence. Can be an 
authorised signatory on the bank account. 

Welfare 

Keep in touch with sick or bereaved members or those members feeling isolated or lonely or 
who may need moral support or physical help. Send cards with appropriate messages to sick or 
bereaved members.  

  



Membership / Assistant Membership 

Maintain a record of members and visitors at each meeting and advise Treasurer of numbers so 
payment can be made to club. Maintain complete list of members details and update PSPL 
database accordingly. Hand out Membership Application forms as required and advise 
committee of any new member applications. Organise name badges and welcome pack for new 
members, and their induction at next suitable meeting. Provide committee members with 
member details as required. Update contact details in the club’s email account. Advise 
committee in April of members who have not yet renewed their membership so that these 
members can be contacted by various committee members. Organise esteemed member 
badges and flowers for 90th birthday recipients at annual birthday celebrations. 

Tours & Outings 

Decide what outings might interest members. Book outings and advise members of dates, price 
and details. Collect names of members who would like to attend the outings. Liaise with 
Treasurer to ensure all money has been collected before payment is made. Advise members of 
details and times for leaving etc. Organise a venue for each month for luncheon group. Collect 
names for each lunch and book table with venue. 

Assistant Tours & Outings 

Organise an extended tour each year where members will travel as a group for 3 – 7 days where 
all travel, accommodation and meals are included in the price. Collect names, organise 
deposits and final payment. Assist at Tours table at monthly meetings. 

Performing Arts / Assistant Performing Arts 

Determine musicals and plays in Sydney and Wollongong that members would like to attend. 
Organise to reserve tickets for such shows, allowing enough time to publicise and collect 
money before final numbers and payment is due. Collect names of members who would like to 
attend shows. Liaise with Treasurer to ensure all money has been collected before tickets are 
formally ordered. Print all tickets and organise distribution at meetings. Advise members of 
recommended train times. 

Program / Assistant Program 

Organise guest speakers for monthly meetings. Arrange for a member, preferably one with some 
understanding of or interest in the subject, to thank the speaker and present a small gift as a 
memento of the visit.  

Bulletin / Assistant Bulletin 

Prepare a monthly bulletin showing all outings and shows. Email bulletin to all members. Load 
bulletin onto website and Facebook page. Print bulletin for members who do not have email, 
and post after meeting if necessary. Hand out receipts at monthly meeting. 

Other (non-committee) 

Publicity is currently looked after by Assistant Treasurer and Bulletin oƯicer. This involves 
updating the club’s Website and Facebook group and emailing members between meetings. 
Take photographs at meetings and outings for Facebook. Lead walking group. Assist with 
morning tea at each meeting. Purchase biscuits for meetings. Audit annual financial 
statements. 


