Simply Social - Committee, Terms of Reference (TORs)

In brief -

Committee

Currently, a new Committee is elected each year at our AGM (consider making appointments fixed terms of ~three years).  Every member of the Club is eligible to stand for any post. Below is a brief job description of each Committee position for anyone interested in standing. If you would like a more detailed job description of any Committee position you should contact the Secretary. You should also talk to the present incumbent.

Chairperson: Paul
Our chairperson accepts overall responsibility for the running of the Club and is responsible for overseeing the work of the Committee. S/he chairs Committee meetings and would like to hear your thoughts about the Club and how we can improve the programme of activities we offer.
Vice Chairperson: (under consideration)
Our vice chair is the main point of contact for any queries regarding the club. His/her main aim is to make the club attractive so that it becomes the club which active 50 somethings want to join, and s/he welcomes any potential new members in the age range to join us at a social event. S/he is also keen to encourage 20s, 30s and 40s members who are approaching 50 to come along to a pub night.

Secretary: Charmian
Our secretary is responsible for organising the Committee meetings and the Annual General Meeting. Whilst supporting the Chairperson and the other Committee members, our secretary also deals with some of the general admin for the club. 

Treasurer: Tony
Our treasurer keeps the accounts up to date. This involves accounting for Club assets, simple budgeting, authorising payments, and advising on funding for events the Club wishes to organise.

Marketing secretary: (under consideration)
Our marketing secretary is responsible for attracting new members to the Club and communicating with existing members through a variety of mediums. The marketing secretary works with others on the Committee to produce regular email newsletters for members, keep the website and Facebook pages up to date and looking good, and takes on ad hoc activities to raise the profile of the Club.

Association Liaison Officer (ALO): Debbie

Our Association Liaison Officer (ALO) is the first point of contact with other AIVC clubs around the country.  Our ALO notifies AIVC of major events and seeks to encourage joint events.  Our ALO ordinarily attends the annual AIVC conference.

Events/Programme Secretary: Vanessa, and Naomi
Our events/programme secretaries are responsible for our calendar of social events for the Club, including the weekly pub nights located in various venues in both Bath, and Bristol. 

They are keen to encourage members to develop a busy and varied programme. Without events we have no club, by submitting events to the programme you become an important part of what attracts people to join the Club.  All events are gratefully received [and we reward our organisers annually [with Cotswold Gift Cards]].

Our programme secretaries are keen to hear your ideas for events such as bowling, film nights and meals out, to which new members are most welcome!

Major Events Secretary: Alan
Our major events/programme secretary is responsible for our calendar of major events for the club, including the annual Christmas party. 

S/he is keen to encourage members to develop a busy and varied programme. Without events we have no club, by submitting events to the programme you become an important part of what attracts people to join the club.  All events are gratefully received [and we reward our organisers annually [with Cotswold Gift Cards]].

S/he is keen to hear your ideas for major events such as a Summer party, Christmas Party, and trips, to which new members are most welcome!

Membership Secretary: Terry
Our membership secretary is the club's first contact point for potential new members. Receives membership enquiries by phone and by email. Organises and promotes new members evenings. Our membership secretary is central to the recruitment of new members. Our membership secretary looks after our membership address list, answering membership enquiries via email and welcomes new members to the Club.

Our membership secretary maintains the web-based membership database. Receives membership applications and renewals. Issues membership renewal reminders. Produces statistical reports as required. Issues passwords for accessing the club’s web site.

Webmaster: Ian
Our webmaster looks after our website and our email server and controls the 0845 non-geographic telephone number redirections, including updating the website with new content and improving the layout and structure of the site.  Our webmaster performs regular backups of the web site and stores them locally. Communicates with the ISP. Maintains hosting contract and domain name. Answers technical queries from members about their web access etc.

Committee Member - without portfolio (ideally one each for Bristol and Bath)

Essential qualities: enthusiasm, and a preparedness to help out when needed. This can include filling in for other Committee members when they're away.

In Detail -
Chairperson:

Elected at:
· Annual General Meeting

Who will I report to?
· The Committee

Who will I be responsible to?
· The Committee;
· The membership for delivering a coherent product.

Current tasks include:
· To lead the overall day to day management of the Club.

· To communicate with fellow officers and to keep members up to date.

· To chair meetings, including the AGM

· To liaise with the Secretary on the agenda for each meeting

· To liaise with AIVC Head Office

· Act as an ambassador giving personal encouragement and support to the Club e.g. attending functions, presenting awards and trophies.

· In collaboration with the other members of the Committee ensure that the views of volunteers and members are listened and responded to.

· Ensure that actions are consistent with equal opportunities for all

· With the Committee ensure that Health and Safety responsibilities are understood and carried out.

· Lead in the enforcement of IVC’s Code of Conduct

· To oversee the duties of the Treasurer and Secretary and to provide back up where necessary.

· Oversee the effective recruitment, training and recognition of volunteers contributing to the Club in a managerial role.

· Ensure meeting action points delegated to individual volunteers are carried out.

· Ensure that the association is financially sound, carry out regular checks on the books and bank accounts and ensure that the Committee are updated on the financial position regularly and be involved with the settings of budgets.

How much time will I need to give?
· Between 1-3hrs per week depending on the level of activity.
What skills/traits are desirable for the role?
It is essential that you possess drive, energy and leadership skills. You will need to be decisive, be able to delegate, display planning and budgeting skills, chair meetings effectively, be impartial, unbiased, diplomatic and a good listener.

What support is there for the Chairperson?
· You will have support and guidance from your Committee, in particular the Club’s Secretary.

· You will be supported by the other members of the Committee.

Secretary:
Elected at:
Annual General Meeting

Who will I report to?
The Chairman and the Committee

Who will I be responsible to?
The Committee and the members of the Club for delivering a coherent product.

Current tasks include:
· Arrange and organise meetings, circulate the agenda after liaising with the Club’s Chairman, ensuring minutes are taken, and that all action points are followed through by the delegated individual.

· Ensure that as the Secretary that your contact details are visible and easily found to those who wish to contact you in order to advise and help members engage.

· Communicate literature and correspondence where appropriate.

· Keep the Chairman informed of any issues.

· Ensure that any policies e.g. [TBC] are distributed, understood and carried out.

How much time will I need to give?
Between 1-2hrs per week depending on the level of activity.

What skills/traits are desirable for the role?
It is important that you have effective organisational and communicational skills. You should be able to make decisions and show a willingness to delegate tasks to ensure the successful running of the Area, you may wish to recruit either an Assistant Secretary or delegate specific areas such as Membership, Web Admin etc. to other individuals.

What support is there for the Area Association Secretary?
You will have support and guidance from your Chairman, and other members of the Committee.

Treasurer:
Elected at:
Annual General Meeting

Who will I report to?
The Chairman and the Committee

Who will I be responsible to?
The Committee and the members of the Club for delivering a coherent product.

Current tasks include:
· Maintain an accurate, up to date record of all financial transactions.

· Make prompt payment of all bills and invoices received.

· Obtain necessary authorisation from another officer before making payments.

· Be accountable for club assets, whether cash or fixed assets e.g. IT equipment, mobile phone(s)

· Keep the chair informed of any issues.

How much time will I need to give?
Between 1-2 hrs per week depending on the level of activity.
What skills/traits are desirable for the role?
· It would be desirable (but not essential) that you have experience of keeping accounts/book keeping or are confident with finances, it would also be beneficial if you have a working knowledge of MS Excel, however training and support can be provided.
What support is there for the Treasurer?

You will have support and guidance from your Chairman, and other members of the Committee.

Marketing Secretary: (Under consideration)
Elected at:
Annual General Meeting

Who will I report to?
The Chairman and the Committee

Who will I be responsible to?
The Committee and the members of the Club for delivering a coherent product.

Current tasks include:
Working with and on behalf of the Committee you will:

· Develop and deliver targeted marketing and recruitment initiatives aimed at promoting the Club and the opportunities/benefits available to prospective members.

· Manage and enhance the [newly created] Facebook account(s) in line with Club policies to provide up to date news and information about activities.

· Design and produce information and promotional material for the website, liaising with the webmaster to arrange publication.

How much time will I need to give?
Between 1-2 hrs per week depending on the level of activity.
What skills/traits are desirable for the role?
· A flair for presentation/advertising.  Suggests and maintains advertisements for the club in suitable media/outlets e.g. local press, the internet [local libraries?]; the aim being to generate membership enquiries.

What support is there for the Marketing Secretary?
You will have support and guidance from your Chairman, and other members of the Committee.

Association Liaison Officer (ALO):

Elected at:
Annual General Meeting

Who will I report to?
The Chairman and the Committee

Who will I be responsible to?
The Committee and the members of the Club for delivering a coherent product.

Current tasks include:
· Liaise with other AIVC clubs around the country.

· Notify AIVC of major events and seek to encourage joint events.

· Ordinarily attend the annual AIVC conference.

How much time will I need to give?
Between 1-2 hrs per week depending on the level of activity.
What skills/traits are desirable for the role?
· Personable, has an outgoing personality and a good telephone manner.

What support is there for the Association Liaison Officer?
You will have support and guidance from your Chairman, and other members of the Committee.

Events/Programme Secretary:
Elected at:
Annual General Meeting

Who will I report to?
The Chairman and the Committee

Who will I be responsible to?
The Committee and the members of the Club for delivering a coherent product.

Current tasks include:
· Initiating and planning social events for members

· Assisting the Major Events Organiser, the aim being to ensure major events e.g. the annual Christmas party take place.

How much time will I need to give?
Between 1-2 hrs per week depending on the level of activity.
What skills/traits are desirable for the role?
· Personable, has an outgoing personality and a good telephone manner.

What support is there for the Events/Programme Secretary?
You will have support and guidance from your Chairman, and other members of the Committee.

Major Events/Programme Secretary:

Elected at:
Annual General Meeting

Who will I report to?
The Chairman and the Committee

Who will I be responsible to?
The Committee and the members of the Club for delivering a coherent product.

Current tasks include:
· Initiating and planning major social events for members

· ‘Scan the Horizon’ to identify forthcoming significant local events likely to be of interest to club members, examples might include the Bristol Balloon Fiesta, Kite Festival, Bristol Harbour Festival etc.

· Liaising with the events/programme secretaries to ensure major events e.g. the annual Christmas party take place.

How much time will I need to give?
Between 1-2 hrs per week depending on the level of activity.
What skills/traits are desirable for the role?
· Personable, has an outgoing personality and a good telephone manner.

What support is there for the Events/Programme Secretary?
You will have support and guidance from your Chairman, and other members of the Committee.

Membership Secretary:

Elected at:
Annual General Meeting

Who will I report to?
The Chairman and the Committee

Who will I be responsible to?
The Committee and the members of the Club for delivering a coherent product.

Current tasks include:
· Receive membership enquiries by phone and by email.

· Organise and promote new members evenings.

· Maintain our membership address list, answering membership enquiries via email and welcome new members to the club.

· Receive membership applications and renewals.

· Issue membership renewal reminders. Produce statistical reports as required. Issue passwords for accessing the club’s web site.

How much time will I need to give?
Between 1-2 hrs per week depending on the level of activity.
What skills/traits are desirable for the role?
· Personable, has an outgoing personality and a good telephone manner. PC literate, accurate. The Membership Secretary does not maintain the database system, only the data.

What support is there for the Membership Secretary?
You will have support and guidance from your Chairman, and other members of the Committee.

Webmaster:

Elected at:
Annual General Meeting

Who will I report to?
The Chairman and the Committee
Who will I be responsible to?
The Committee and the members of the Club for delivering a coherent product.

Current tasks include:
· Working with the Committee to improve outgoing communications via IT

· To maintain the Club’s website/webpage for the benefit of members by liaising with officers to deliver valuable information.

· Use the website/webpage as a tool to promote the Club to its existing members and potential members.

How much time will I need to give?
Between 1-2 hrs per week depending on the level of activity.
What skills/traits are desirable for the role?
· IT skills covering a programming language and use of databases, plus the ability to pick up the specific technologies used by the club (HTML, PHP, MySQL).

What support is there for the Webmaster?
You will have support and guidance from your Chairman, and other members of the Committee.

Committee Member - without portfolio:
Elected at:
Annual General Meeting

Who will I report to?
The Chairman and the Committee

Who will I be responsible to?
The Committee and the members of the Club for delivering a coherent product.

Current tasks include:
· See skills/traits below.

How much time will I need to give?
Between 1-2 hrs per week depending on the level of activity.
What skills/traits are desirable for the role?
· If you have ideas and suggestions for the Committee on events and policies and are interested in joining the Committee, then please contact the Secretary at Secretary@SimplySocial.Org.uk.  The Committee ordinarily meets every month (on a Thursday evening).

What support is there for Committee members – without portfolio?
You will have support and guidance from your Chairman, and other members of the Committee.

