SAVE EQUUS MANAGEMENT COMMITTEE POSITIONS

Duties and Responsibilities

POSITIONS ELECTED BY THE MEMBERSHIP

1. CHAIRPERSON

· Manages the Management Committee process of Save Equus. 

· Conducts the Management Committee meeting.

· Liaises with the Executive on the conduct of the Management Committee meetings.

· Manages the operation and activity of Management Committee meetings

· Liaises and supports the work of the Secretary of Save Equus.

· Liaises with the Secretary for the agenda and meeting minutes distribution.

· Liaises with all appointed positions for the summary reporting on monthly activity to the Management Committee. 

· Ensures all Save Equus activity is consistent with the constitution, arranges the AGM.

· Has a working knowledge of the constitution and advises to the Management Committee accordingly.

· In conjunction with the Treasurer oversees the financial management of the organisation.

· Liaises with the Treasurer for reporting of balance sheet / financial statement to the Management Committee on a monthly basis.

· Develops and maintains a relationship with Government and relevant Corporations, Organisations and Associations.

· In partnership with the Deputy Chairperson support Management Committee Liaison positions who in turn support the appointed positions of Save Equus (The Welfare Team)

· Liaises and supports the work of the Fundraising Coordinator and the Membership Coordinator.

2. VICE CHAIRPERSON

· In partnership with the Chairperson support Management Committee liaison positions who in turn support the appointed positions of Save Equus. 

· Attends meetings with Government and relevant Corporations, Organisations and Associations with the Chairperson.

3. SECRETARY

· Manages the flow of information and the effective communication of the Management Committee.

· Prepares some correspondence from the Management Committee

· Has a working knowledge of the Constitution.

· In conjunction with the Chairperson distributes the meeting agenda papers and meeting minutes.

· Ensures the Membership Coordinator maintains a current list of members of Save Equus.

· Maintains the records of Save Equus including:

· Past Management Committee meeting and Annual General Meeting agendas and minutes.

· Office bearers, nominated positions and trustees of Save Equus.

· All correspondence in and out of the organisation

4. TREASURER

· Receive all monies paid to or received by Save Equus

· Manages and oversees Save Equus funds in accounts.

· Makes all payments in line with Save Equus financial protocols.

· Creates and keeps the accounting and financial records.

· Prepares and provides the financial accounts for annual review.

· Prepares and presents the annual financial accounts at the Annual General Meeting.

· Prepares and submits a monthly balance sheet or financial statement to the Management Committee to advise of the financial standing of Save Equus.

· Prepares and sends relevant correspondence, copies to the Secretary via a Management Committee Meeting.

5. MANAGEMENT COMMITTEE MEMBERS
ONCE ELECTED, MANAGEMENT COMMITTEE MEMBERS MAY LIKE TO TAKE ON A SPECIFIC ROLE ON THE MANAGEMENT COMMITTEE. (Taking on a role is an option and not a requirement) 

6. FUNDRAISING COORDINATOR

· Develops and organises fundraising strategy for Save Equus.
· Organises and arranges individual fundraising activities.
· Organises and arranges promotional media for the fundraising of Save Equus. 

· Recruits and manages fundraising and PR assistance volunteers needed for the fundraising and media activities of Save Equus.

· In conjunction with the Membership Coordinator prepares and distributes a regular Save Equus newsletter.

· Prepares and sends relevant correspondence, copies to the Secretary via Management Committee Meeting.

· Manages and supervises the participation of the Management Committee and Office Bearers at Media and Fundraising activities and events.

7. EDUCATION COORDINATOR - Role to be Developed

8. MEDIA /  PR COORDINATOR – Role to be Developed   

9. MEMBERSHIP CORDINATOR

· Maintains an up to date list of members and their details.

· Promotes and recruits new members to Save Equus.

· Develops material and information that supports and engages members in the aims, focus and activity of the organisation.

· In conjunction with the Fundraising Coordinator prepares and distributes a regular Save Equus newsletter.

· Develops and manages a relationship with the membership of Save Equus.

· In partnership with the Media Manager promotes the value of Save Equus members and provides services/information exclusively for Save Equus members.

· Liaises with the Treasurer and Media Manager for the renewal of Save Equus memberships.

10. ANIMAL WELFARE TEAM

The Animal Welfare Team is specifically appointed by the Management Committee because of the specialist skills required and the core business the Team undertakes for Save Equus.

