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Management Committee Positions
(All positions open for nomination and re-election at AGM)

Share holders in the centre, who for the most part are users of the service, are responsible for deciding on the overall operating practices and policies of the centre. However, since the users as a whole cannot be involved in all the decisions which need to be addressed, shareholders elect a small group of members to take responsibility for running the centre on their behalf. These members form the Management Committee, and normally meet on a monthly basis, and are open for nomination each year at the AGM. The chairperson, treasurer and secretary position form the Committee of Management Executive and have the authority to make decisions on behalf of the committee of management if the need arises between the regular monthly meetings

 The various roles and responsibilities of the Management Committee are as follows: 
Chairperson-

The overall role of the chairperson is to make sure that responsibilities of the Management Committee are followed through. Specifically the role includes:

· Co Ordination of the work of the Management Committee

· Ensuring that meetings are called when they should be

· Planning agendas for the Secretary, Treasurer and centre Co ordinator

· Move meetings through business, ensuring issues are discussed, people are informed, and decisions are made and action is decided upon

· Ensuring that actions are agreed to at each meeting, and that they are followed through

· Dealing with issues that may arise between meetings in conjunction with the Secretary and Treasurer

· To act as the official representatives of the Management Committee and signing official documents e.g. - Lease, Service Agreements etc.

Secretary-

The role of the Secretary is:

· Prepare the Agenda for Committee Meetings
· Prepare minutes after each meeting

· Circulate correspondence and/or documents received where appropriate

and list and circulate all correspondence for forthcoming meetings
· Write and forward letters and other documents required

· Ensure that all documents produced is clear (typed or word processed), understandable and accurate

· Maintain a continuous record of all material relevant to the operation of Management Committee (including minutes, agendas, correspondence in and out, legal documents and others).
Treasurer-

The overall role of the Treasurer is to make sure that the financial affairs of the centre are in proper order and that the Share Holders are properly informed about the state of the finances. The treasurer does not do work involved in the keeping of books, as a book-keeper is employed for this role. Specifically the Treasurers role includes:

· Ensuring that a budget is prepared, which provides a forecast of expected income and expenditure for the centre on an annual basis with the 

· Co ordinator and book keeper.

· Ensuring that the budget is presented and explained to the Management Committee.

· Making sure that clear statements if income and expenditure are prepared and presented at each Committee Meeting

· Assisting the management Committee to understand the progressive state of finances on a monthly basis
· Ensuring that the centres financial accountability requirements are met, e.g.: reports to funding body and authority through which the Management Body is incorporated.

Staff Liaison

The role of the staff liaison officer is to:
· Provide a contact person for staff wishing to raise problems or issues related to the centre, which they feel unable to raise with the Co Ordinator.

· Be involved in employing new staff or in disciplinary procedures

· Attend staff meetings when appropriate

· Be involved with any staffing issues

Maintenance Officer

The maintenance Officer on the Management Committee should perform the following duties:

· Organise and implement a roster system for maintenance of the grounds

· Report to the management Committee on short and long term priorities

· Organise for any work to be completed as instructed by the Management committee

· Organise regular working bees

· Keep a list of repairs and maintenance items

· To conduct regular checks of the building and grounds with

Co ordinator

Parent Liaison/ Public Relations

The parent liaison/public relations officer duties include:

· Providing a contact person for parents wishing to raise problems or issues related to the centre which they feel unable to raise with the Co Ordinator or staff.

· Contacting new parents joining the Co operative or parents leaving the service.

· Letting families know of new decisions that have been decided
· Ensure that production of a newsletter containing happenings and essential information about the centre is sent to parents regularly.

Fundraising

The fundraising Officer is responsible for organising and co-ordinating fundraising activities throughout the year, which includes:


Source profitable events/activities

Picking up or organising delivery and distributing fundraising products once complete or delivered to the centre.
Liaising with fundraising suppliers to ensure suitable turnaround times for events

Handling parent concerns regarding fundraising events
Typing up and distributing order forms for events

Typing fundraising updates and reminders of events when necessary

Ordinary Members (Minimum 3 positions available)
These positions have been created to ensure the Committee of Management has a quorum (5 members) to each monthly meeting.

Although these positions do not have distinctive roles and responsibilities attached to them, it is expected that ordinary members attend the monthly Committee of Management meetings on a regular basis, and have some supporting role to the other existing committee positions or the Committee of Management sub committee’s (Accreditation and or/ Policy sub- committee).
For further information please speak to Kylie Hammon (Co ordinator).
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