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NORTH WEST & NORTH WALES SOCIETY
ROLE STATEMENT – REGIONAL SUB-GROUP SECRETARY
Primary role:

To support the work of the North West & North Wales Society to ensure it
meets its objectives and adds value to CIPFA members and students in our region.

	Main duties & responsibilities



	1
	To provide administrative support to the Chair to ensure the effective operation of the activities undertaken by the group



	2
	To support the activities and events organised by the group



	3
	To ensure all group members are kept informed of activities arising from the Society as a whole and to present the opportunity for group members to engage in a range of Society activities



	4
	To oversee that the group as set out in the detailed group development plan



	5
	To support the Chair in the group activities during the year by:

· Convening Executive Committee meetings

· Preparing the agenda, reports for circulation and minutes of Executive Committee meetings

· Maintaining a list of events and related statistics that can be submitted for the Regional Development Model or

· Ensuring the above is being maintained and can be submitted on time

· Organising the Annual General Meeting

· Ensuring the production of an Annual report



	6
	To attend and actively engage in quarterly Society Council meetings, with emphasis on updating Council on group progress against detailed plans.  To feedback to group members of items of interest arising from Society Council



	7
	To contribute to the published documents required by the Society e.g. Development Plan, Annual Report, e-newsletter, Spreadsheet articles etc




Dated:
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