Responsibilities of Management Committee Positions 

	Position
	Responsibilities

	President   
	Heads up the organisation, inspiring and leading by example

Chairs all official meetings, conducting them according to the constitution of the association

Sees that an agenda is prepared for all such meetings with input from all relevant sources

Signs cheques and the minutes of official meetings

Speaks on behalf of all members at appropriate venues

Reports on the Association's activities in newsletters, at Management Committee meetings and at the AGM

Actively participates in the decision-making processes of the Association and supports its objectives



	Vice-President
	Prepared to stand-in for the President whenever necessary

Attends all official meetings and events, where possible

Reduces President’s workload by negotiating a role wherever possible

Chairs Management Committee on alternate months with joint responsibility for agenda items

Helps prepare reports on the Association’s activities for management Committee meetings and for the AGM

Signs cheques

Actively participates in the decision-making processes of the Association and supports its objectives



	Secretary
	Records minutes and reads them back at Management Committee meetings

Takes responsibility for official correspondence and reports on this at Management Committee meetings

Signs cheques

Communicates with membership through newsletters, brochures and emails

Works with President & Vice-President to produce an agenda for meetings & workshops

Works with ITC to design and produce forms

Works with MLO to produce press releases etc

Maintains the Membership Register
Sets up subcommittees to carry out planning and implementation in specific areas and to spread responsibility
Actively participates in the decision-making processes of the Association and supports its objectives


	Position
	Responsibilities

	Treasurer
	Maintains the Association's financial records

Reports on finances at Management Committee meetings and AGM

Maintains the Association’s bank accounts, making deposits and drawing on accounts where required

Signs cheques

Organises the 'float' for functions where change is necessary
Collects and receipts dues
Actively participates in the decision-making processes of the Association and supports its objectives



	Functions

 Co-ordinator
	Plans and facilitates the Association's various functions throughout the year

Sees to the timely forward planning of such events

Sets up subcommittees to carry out planning and implementation in specific areas and to spread responsibility

Works with ITC to produce a running sheet for each function showing planning and job allocations
Actively participates in the decision-making processes of the Association and supports its objectives



	Fundraising

 Co-ordinator
	Oversees such fundraising activities as raffles, luncheons and barbecues

planning and job allocations

Sets up subcommittees to carry out planning and implementation in specific areas and to spread responsibility

Actively participates in the decision-making processes of the Association and supports its objectives



	Media Liaison

 Officer (MLO)
	Communicates information on Association activities to print media, Radio and TV as directed by the Management Committee

Ensures that articles and photos promoting MDIAI’s activities are provided when and where appropriate

Organises interviews with media and key Association members

Facilitates promotional ideas like the Fiat Bambino at Global Grooves

Actively participates in the decision-making processes of the Association and supports its objectives



	Younger Set

 Co-ordinator
	Actively encourages membership of the Association from the younger set in the wider community, keeping in mind the Association's objectives

Organises activities specifically aimed at the Younger Set or works with the Functions Co-ordinator on more general activities

Promotes the Association through activities such as media and social media

Actively participates in the decision-making processes of the Association and supports its objectives


	Position
	Responsibilities

	IT Co-ordinator (ITC)
	Maintains Migrant database tables and reports

Works with Secretary and others to keep official forms up-to-date,

develop layouts for newsletters, brochures and other documents as required e.g. running sheets for functions, name tags etc

Organises data storage
Scans and stores photographs
Actively participates in the decision-making processes of the Association and supports its objectives



	Audio and Visual

 Co-ordinator
	Provides assistance with videos, PowerPoint presentations and slide shows

Organises a visual and auditory record of proceedings when appropriate

Actively participates in the decision-making processes of the Association and supports its objectives



	Website and Facebook

 Co-ordinator
	Administers Facebook page

Develops & maintains an Association website

Advises on appropriate use of technology

Actively participates in the decision-making processes of the Association and supports its objectives


	Book Co-ordinator

 (BC)
	Maintains Summary Sheet, tables and reports

Oversees and records the writing and review of stories

Recruits typists, writers, editors and distributes workload

Sets deadlines in consultation with Management Committee

Liaises with Printers and/or Publishers

Chairs a committee to:

· Have final say on book content and layout

· Develop an overall plan for the format of the book

· See that the plan is implemented

Actively participates in the decision-making processes of the Association and supports its objectives





