Combined Probus Club of Tunstall - Role Descriptions November 2019

It is envisaged that the following positions will make up the management committee in 2019

President Vice President Bulletin Editor
Secretary Immediate Past President Welfare Officer
Treasurer Speakers Coordinator Membership Officer
Hospitality Coordinator Dine-outs Coordinator

Day Trips Coordinator Extended Tours Coordinator

President

Provides leadership and coordinates management of club affairs

Promotes the growth and well-being of the club

Engages with members, guests and visitors

Is familiar with the constitution and standing orders

Chairs committee and general meetings

Together with the secretary, Sets the agenda for meetings

Implements a succession plan for committee positions

Annually reviews the health of the club

Liaises with other Probus clubs and supports the Whitehorse Cluster Group
Is responsible for the only key to the premises

Ensures the church usage logbook is completed after committee and general meetings
Performs a final check of the facilities before locking all access doors
Maintains contact with the church secretary.

Oversees emergency evacuation procedures

Vice President

Assists the President in management and leadership

Is familiar with the constitution and standing orders

Understands the protocols of chairing meetings

Chairs meetings in the absence of the President

Provide assistance to committee members if a role cannot be carried out
Expects to assume the role of President at a subsequent AGM

Engages with members, guests and visitors

Immediate Past President (ex officio)
Provides advice and guidance to the President or acting President

Assumes responsibilities assigned by the President
Offers services that improve the health of the club

Secretary
Supports the President and committee in the management of the club

Is familiar with the constitution and standing orders

Organises agendas and records minutes of meetings

Coordinates the nomination process for the election of office bearers
Is focal point for Club correspondence (ie mail, email)

Processes and responds to all correspondence

Clears Post Office box and checks emails to the club.



Oversees the payment of capitation fees
Maintains an archive of club records

Treasurer

Ensures that clear and accurate financial records are maintained

Manages the club’s financial transactions

Collects clubs funds from event coordinators each meeting and organises club banking of proceeds
Maintains a record of transactions for auditing purposes

Provides a monthly report to committee and a summary to the general meeting

Submits capitation fee payments to PSPL (annual &amp; new members pro-rata)

Prepares an annual budget

Maintains a register of club assets

Speakers Coordinator

Arranges speakers for up to eleven general meetings including speakers drawn from the members
Approaches speakers several months in advance

Arranges payment or gift for speakers

Introduces and thanks speakers at club meetings

Has a backup plan if speakers are unavailable at the last minute

Provides an overview of speakers for inclusion in the bulletin

Membership Officer
Maintains a register of members and full contact details

Assists with membership retention and growth

Records attendances, absentees and non-notifications of members and visitors

Advises PSPL of new members, resignations or losses

Presents new applications for membership to committee

Organises badges for new members and replacements for lost badges

Prepares induction kits for new members

Maintains a “buddy list” for member alerts (currently delegated to the Past president)

Prepares membership data for committee and advises Secretary and Bulletin editor of attendance
numbers for minutes & Bulletin

Welfare Officer

Keeps abreast of member’s health concerns and set-backs by having “an ear to the ground”
Makes contact with members (or families) by phone call, greeting card, or possibly a personal visit
Consider the well-being of non-active members

Makes contact with members if they haven’t attended meetings for some time

Possibly be mindful of non-health issues and family set-backs

Respects the privacy of individuals if matters are to remain personal

Limits the level of intrusion into members well-being.

Reports to committee each month

Hospitality Coordinator

Organises monthly morning teas at general meetings

Purchases consumables for morning teas or other meeting functions
Provides cleaning items and clean tea towels each month

Prepares special morning teas for significant dates (eg Easter, Christmas)
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Prepares a morning tea helpers roster in advance

Provides the Bulletin editor with the rosters for publication
Arrives early on meeting days to set up

Ensures that the kitchen facilities are left in a clean condition
Reports any equipment faults or issues the president

Dine-outs Coordinator

Arranges lunch venues for monthly meetings

Periodically organises additional dine-outs

Organises the Birthday Lunch and Christmas Lunch annually

Prepares a sign-up sheet for dining bookings

Collects and processes payments and issues receipts

Varies the choice of venue with a view to accessibility, food quality and ambience
Provides the Bulletin editor well in advance of dine-out details

Day Tours Coordinator

Plans approximately five day tours per year

Coordinates dates to minimise clashes with other activities

Prepares publicity well in advance including estimated cost and payment arrangements
Publishes the events in the Bulletin

Prepares an expressions of interest list

Collects deposits/payments and issues receipts

Extended Tours Coordinator

Provides a variety of touring options to gauge member interest
Assesses any risk factors and mobility issues in selecting a tour
Considers the timing of tours on the club’s events calendar
Prepares publicity and information handouts to members
Prepares a cost analysis, deposit amounts and payment deadlines
Collects and processes payments and issues receipts

Records all expenses incurred

Issues recommendations about travel insurance

Liaises with other Probus clubs if necessary

Bulletin Editor
Prepares a monthly bulletin incorporating :

e President’s report

e Notices of interest to members

e (Calendar of events, activities and outings

e Details of dine-outs, guest speakers and special events
e Profile of newly inducted members

e Contact details for all office bearers

e Member news eg birthdays, anniversaries, tributes

e Morning tea roster

Sends a draft copy to committee and contributors before printing

Organises the printing, collection and distribution of the bulletin
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Provides a précised version of the bulletin for inclusion on the club website
Maintains the club’s “Birthday Book”

Non-Committee Roles

Public Officer

Acts as the contact person for Consumer Affairs Victoria (CAV)

Lodges an annual statement to CAV immediately after the AGM

Notifies CAV of changes of Public Officer, club contact details or winding up of the club

Auditor
Independently audits the club’s financial affairs annually prior to the AGM
Subject to the audit outcome, signs off the annual report to the management committee.

Website Officer

Maintains the club website by:
Posting the web version of the latest bulletin
Uploading any photos of special events
Updating general club details

Meeters & Greeters
Act as welcomers to new members and visitors

Obtain feedback from new members and visitors after a meeting

A/V Coordinators
Set up and close down the sound system for each meeting

Manage AV links to the digital projector and computers
Aid in the set-up of guest speaker’s equipment
Report any faults or missing equipment

Special Interest Group Leaders
Maintain an attendance list of members at each meeting or outing

Advertise activity dates and venues in the bulletin

Provide the bulletin editor of activity details well in advance

Periodically promotes the activity at the general meeting

Provide attendance data if requested by committee

If a new special interest group is to be formed a submission is to be made to committee.

NOTE: It is the responsibility of All Committee members & Non Committee role members to report
any incidents for insurance purposes and complete an Accident/Injury or Incident Report Form as
necessary.
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