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NORTH WEST & NORTH WALES SOCIETY
ROLE STATEMENT – SOCIETY SECRETARY and ASSISTANT SECRETARY
Primary role
To Secretary is the Society’s correspondent and administrator, responsible to the Chairman and 
the Council for the smooth running of the Society within the terms of the Constitution.  In this 

role, the Society Secretary is supported by the Assistant Secretary in carrying out the duties 

and responsibilities.
	Main duties & responsibilities



	1
	To convene all Society Council meetings, arrange accommodation, agree agendas with Chairman, ensure that minutes and other relevant papers are prepared and circulated, prepare minutes of those meetings and carry out follow-up action as necessary



	2
	To receive copies of the agendas and reports for the Institute Committees and the Board for the Regions and to liaise with the Chairman and Regional Representative as necessary



	3
	To arrange the Annual General Meeting of the North West & North Wales Society and any Special General Meetings, preparing and arranging for the circulation of the notice of the meeting, agenda, papers and minutes through the Newsletter or other direct electronic mailing



	4
	To liaise with the Chairman to ensure the smooth and competent running of the Soceity and its activities



	5
	To act as the Society correspondent with the Secretariat of CIPFA and with other regions and organisations



	6
	To invite nominations annually for the next Society Chairman, Vice Chairman, Secretary and Treasurer, and for elected members of Council, to be announced at the AGM.  To arrange and conduct any elections which may become necessary following more than one nomination for a post



	7
	To seek nominations for co-options to the Council and to ensure that all new Council members are aware of the workings of the Council and its sub-groups



	8
	In conjunction with the Chair, to compile and update the standard documentation of the Society and ensure new versions are available to the appropriate audience to access.  See Appendix 1 for a list of the Society documents



	9
	To co-ordinate the communication and marketing strategy of the Society ensuring that standard practice is disseminated to the regional sub-groups for them to follow.  Order branded Society merchandise to give out to Members & Students



	10
	To liaise with Chairs and Secretaries of the regional sub-groups to disseminate relevant information, provide updates on activities and to ensure their timely group submissions for Society documents



	11
	As a Member of Society Council, attend Council meetings and contribute to and engage in Society activities 



	12
	To arrange the co-ordination of the organisation of regional events - Fylde Trophy Quiz and the Regional Conference and Annual Dinner and ensure a post event review is reported to Council



	13
	On behalf of the Society President, invite agreed guests to attend the Annual Dinner being, new Members, dignitaries from other CCAB bodies, winners of regional awards, past Presidents or Chairs, other guests to be invited at the discretion of the Society President



	14
	Co-ordinate the compilation and submission of the national Primary Indicators and the Society Secondary Indicators from the Regional Development Model for inclusion in Society and Institute reports



	15
	Compile the annual events list for the whole Society and publicise to Members & Students.  Co-ordinate the quarterly event statistics analysis for the Institute Secretariat from information provided by the regional sub-groups



	16
	Arrange the organisation of the low cost high value events (venue, date, refreshments, publicity) in conjunction with IPF, FAN and other Institute training organisations for the region.  Ensure a member of Society Council is available to open and close the event



	17
	To arrange the participation of the NWNW delegates to the Conference for the Regions, including booking accommodation and arranging travel where necessary, arranging any duties and preparing briefing notes



	18
	Prepare the Society submissions for the various initiatives arising from the Board for the Regions:

· Regional Awards with support from Chairs and Secretaries of regional sub-groups

· Hedley Marshall and Tom Sowerby Award with support from the Society Chair and President

· Development Fund bids in conjunction with the priorities set by Society Council for the Development Plan



	19
	Maintain the Society contacts database on the Board for the Regions page and the list of Society volunteer for the Institute Secretariat



	20
	Co-ordinate the compilation of the e-newsletter collating articles from regional sub-groups.  Contribute articles from Council and include news items, notification of events etc.  Arrange for the notifications to be sent out via e-mail



	21
	Contribute and co-ordinate articles to Spreadsheet about the Society.  Encourage sub-groups to contribute articles about their activities, ensuring that there is no significant overlap with the Society newsletter



	22
	Keep up to date with and contribute to relevant documents posted on the Board for the Regions secure page to support and assist regions.  Maintain contact with other regional contacts to allow sharing of best practice on new initiatives for the benefit of the Members and Students of the Society




Date:

Appendix 1

List of documents or publications to be updated or maintained by the Society Secretary

	Document Name
	Target Audience
	Custodian
	Address
	Relevant date

	Notification of the Annual General Meeting with nomination forms for election or nomination of Officers


	All Members & Students of the Society
	Society
	E-mail

Website

e-newsletter

Spreadsheet
	February

	Annual Report 
	All Members & Students of the Society

CIPFA Secretariat
	Society within prescribed Institute format
	Website
	February

	Development Plan
	All Members & Students of the Society

CIPFA Secretariat
	Society within prescribed Institute format
	Website
	April

	Induction Pack
	All existing and new Society Volunteers
	Society with links to Institute documents
	Website
	Updated as necessary

	Skills Matrix
	All existing and new Society Volunteers

Employers
	Society
	Website

e-newsletter


	Updated as necessary

	Volunteer Pack
	All Members & Students of the Society

All existing and new Society Volunteers

Employers
	Institute
	Website
	Updated by CIPFA

	Communications Framework
	Society Council

Society sub-groups
	Institute
	Board for Regions Website
	Updated by CIPFA

	Sponsorship Policy
	Potential Sponsors
	Society, drawing from Institute guidance
	Website
	Updated as necessary

	e-newsletter
	All members & Students of the Society
	Society
	E-mail
	Quarterly

	Regional Development Model Indicators
	Board for the Regions
	Board for the Regions model using Society data
	E-mail

Website
	Quarterly

	Member Profiles
	All members & Students of the Society
	Society
	Website
	Updated as necessary








www.cipfa.org.uk/regions/nw

