
Records Officer - Role Description  

Overview 
The Records Officer is responsible for ensuring  
members' scores from formal competitions, both  
home and away, and Club shoots are accurately recorded  
in GRO. 

 

Score Recording 
• Encourage members to submit scores and maintain accurate records. 

• Collect and enter scores from Club shoots into GRO/Golden Records. 

• Check submitted scores against the appropriate score sheet. 

• Ensure Golden Records is kept accurate and up to date. 

• Record scores from home and away competitions where submitted to the Club. 

• Where an archer enters a practice round directly into GRO, they are responsible for entering their 
own score and submitting the corresponding score sheet. 

 

Handicaps and Classifications 
• Ensure scores are accurately entered into GRO, allowing the system to calculate handicaps in 

accordance with Archery GB rules. 

• Maintain accurate records of members' handicaps and classifications as recorded in GRO. 

• Ensure current handicap and classification information is available to members and displayed 
appropriately. 

• Identify members achieving classifications, badges or other recognised awards and arrange for 
these to be presented where appropriate. 

• Provide members, on request, with a record of their best scores and rounds. 
 

Club Records and Achievements 
• Verify scores against score sheets before updating Club records in GRO. 

• Maintain accurate and up-to-date Club records and provide these to the Webmaster for 
publication. 

• Issue or email certificates for new Club records where appropriate. 

• Inform members where a score appears to meet County record requirements. The individual 
archer is responsible for submitting and claiming their own County record. 

• Maintain records of league results and other Club competition achievements. 

• Provide reasonable guidance to members regarding the County record process where required. 
 

Reporting Lines 
The Records Officer reports to the Club Committee and liaises with the Lancashire Archery 
Association Records Officer regarding County records. 
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