Guidelines on roles and responsibilities of
Officers/General Committee members,
sub-committee members, General Manager and other staff members

Management authority under Club Articles of Association (AoA)

1.

Pursuant to Article 4 of Club AoA, the management of the affairs of the Club shall be vested in
the General Committee (GC). Hence, GC acting collectively is responsible for managing Club
affairs.

GC delegating management authority to General Manager (GM)

2.

Given that GC only holds a meeting once or twice a month, practically, it is impossible for GC
to collectively manage all Club affairs. Hence, GC has established a post of General Manager
(GM) and delegated to him/her the authority and responsibilities to manage day-to-day Club
operations and affairs, including hiring and management of staff members, tendering, etc.

Roles and responsibilities of GM

3.

In discharging his/her duties, GM needs to comply with the laws as well as laid down rules and
regulations, take actions to implement GC decisions, provide all necessary assistance to GC for
its effective monitoring of club affairs, and to bring to GC attention important issues. In
discharging his/her duties, GM needs to make use of his/her knowledge, experience and
judgement, and he should seek GC directions on important issues, based on his/her judgement.

Roles and responsibilities of staff members

4.

Each staff member, in discharging his/her duties, needs to comply with the laws as well as laid
down rules and regulations, take actions according to authorized instructions from his/her
supervisor, and make use of his/her knowledge, experience and judgment. In the event of
uncertainties, he/she should seek guidance from his/her supervisor, and ultimately the GM.

A staff member indiscriminately seeks guidance from his/her supervisor reveals his/her
incompetence in discharging his/her duties.

Roles and responsibilities of Officers/GC members

5.

Officers/GC members should collectively make decisions and directions on Club affairs, which
are to be implemented by GM. GC may from time to time delegate to the four Officers or any
GC member the authority to represent GC to deal with a particular issue. Other than any
expressed delegation of authority by GC, no Officer nor GC member has the authority to make
directives to any staff member nor GM for taking any action. Any such directives without GC



approval nor delegation of authority are ultra vires. Staff members should not comply with any
such unauthorized directives. In the event of a staff member carrying out any of such
unauthorized directive, he/she needs to be accountable for any consequences. If in doubt, he/she
needs to seek guidance from his/her supervisor, and ultimately from GM.

In relation to paragraph 5, given the rich experience and expertise of many GC members and SC
members in many professional areas, they may offer professional advice to staff members or GM
to facilitate their carrying out of their duties. Nevertheless, the duty responsibilities always rest
with the staff members concerned and they need to exercise their judgement to evaluate whether
any such advice provided is reasonable and acceptable. If in doubt, they should always seek
guidance from his/her supervisor and ultimately from GM.

In this connection, staff members and GM are required to provide necessary assistance to
Officers/GC members to facilitate their discharge of duties, such as provision of necessary
information, compilation of reports, etc.

Roles and responsibilities of sub-committees

8.

10.

Pursuant to Article 8(1) of Club AoA, GC may appoint from among the members of the Club
one or more sub-committees (SCs) comprising not less than three members for the management
of a particular branch of the affairs of the Club. Any such SC so formed shall, in the exercise of
the powers so delegated, be subject to the directions and control of the GC and shall conform to
any regulations that may from time to time be imposed upon it by GC.

Pursuant to Article 8(2) of Club AoA, the decisions of any SC shall be final in all matters coming
within its province, but shall be subject to review by the GC who may amend, alter, vary or
rescind any such decision.

Based on the aforesaid authority of an SC, GM and any staff member may carry out pertinent
directives collectively given by an SC (but not by any SC member nor chairman/convenor) within
its province. In the event that the GM opines that any such directive might be ultra vires or
detrimental to Club interests, he/she needs to seek directions from GC.

Roles and responsibilities of Tender Boards

11.

Under the Procurement Procedures, open tenders should be invited for every procurement of
goods or services of a value of $100,000 or more. Subsequent to the retitling of the former
Tender Board to Tender Review Board, a Tender Board should be formed for every open-tender
exercise. The Board should comprise three members, namely GM or Deputy General Manager
(acting as Chairman), one of the two Senior Managers, or Building Services Manager or Deputy
Building Services Manager, where appropriate (acting as Secretary), and a representative from
the pertinent SC.



12. A Tender Board should be responsible for overseeing the drafting of tender specifications (with
assistance of pertinent staff members or outsourced service) as well as tender documents,
determining the tender selection methodologies (scoring system, two-envelop system, or simple
price system), seeking endorsement from Tender Review Board, inviting open tenders, opening
tenders received, compiling a tender report with recommendations, seeking Tender Review
Board’s endorsement of the tender report, and finally submitting the tender report to GC for a
decision.
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