Role and Responsibilities of Executive Committee Officer Positions 

(not an exhaustive list)

Chairperson:



· Presides over all meetings.

· The Chairperson has the casting vote on all occasions.

· Chairperson's duty to decide who is entitled to address the meeting, and to maintain order.

· The Chairperson's decision on all points of order is final.

· He/she should work in closest co-operation with the Secretary, and assure himself/herself that all duties in connection with the Society are carried out.

· Represent the group at meetings with external agencies.

· Deal with Dignitaries – meeting and greeting.

Vice-Chairperson:

· Vice-Chairperson's duty to take over the Chairperson's duties in his / her absence.

Secretary:



· Duty of the Secretary, in conjunction with the Chairperson to summon all meetings.

· He/she is also responsible for all clerical and secretarial duties appertaining to the post:


· Booking AGM and Committee Meeting venues.

· Notifying the Committee of Committee Meetings, in the timescale outlined in the Constitution.

· Notifying Members & friends of Bridgend Castle Players of the AGM and the nomination & voting process, in the timescale outlined by the Constitution.

· Writing all letters, as directed by the Chairperson.

· Taking minutes of every Committee Meeting, typing accurate records of said minutes and distributing to the Committee (once they have been approved by the Chairperson)

· Taking minutes of AGM, typing accurate records of said minutes and distributing to the AGM attendees the following year (once they have been approved by the Chairperson).

· Maintaining the Mailing List.

· Keeping all members / mailing list informed of any necessary information in regards to the group itself and communications sent to the group from outside agencies through post, the website, telephone & email contacts.

· Making final bookings for rehearsal and performance venues.

· Hold copies of all paperwork in relation to the group & productions, e.g. up-to-date Member's List, ‘BCP Youth' paperwork, Performance Licenses, Temporary Events Notices.

· Responding to the 'Contact Us' requests from the website.

· Represent the group at external meetings.

· Appropriate use of the allocated 'Secretary' email address.  

Treasurer:



· The Treasurer is responsible for seeing that all monies, whether received by himself / herself, Secretary or any other officer, are duly banked.

· Debts of the Society are paid as directed by the Committee, by cheques signed by himself / herself and the Chairperson or the Secretary.

· The preparation of operational budgets, including show budgets.

· Opening and maintaining bank accounts.

· Have the Society's financial record available at all Committee Meetings.

· Keep the Register of Members up-to-date with records of last payment of subscriptions.

· Produce annually all records, duly balanced, for inspection by two authorised inspectors.

· Appropriate use of the allocated 'Treasurer' email address.

Operational budgets include planning and making payment for:

· Meeting and rehearsal rooms, and audition venues

· General postal and communication expenses

· Photocopying

· Society cards

· DAW & GDL subs

· Insurance

· Company storage facilities
Show budgets include planning and making payment for:

· Show related photocopying – scripts, programmes

· Show related publicity printing – posters, flyers

· Show royalties

· Show venues

· Temporary Events Notices

· Scenery construction and hire

· Props

· Costumes

· Transport of stage materials

Book-keeping includes receiving and accounting for:

· Subscriptions and show fees

· Ticket monies

· Fund-raising activity revenue

· Advertising revenue

· Grant monies

· Patron revenue (passed from Patron Secretary)

· Raffle monies

· Rehearsal monies

Patron Secretary:

· Maintain the Patron's Book, with up-to-date with records of last payment of Patron subscriptions.

· Produce accounts annually, duly 
balanced, for inspection by authorised inspectors.

· Duty to notify Patrons of all plays and activities in which the Society is involved, by email or post.

· Organising Patron ticket 'sales'.

· Recruitment of new Patrons.

· Appropriate use of the allocated 'Patron Secretary' email address.

Publicity Officer:


· Advertise auditions and performances on Social Media and websites (in conjunction with the Social Media Administrator)

· Create, in conjunction with the production's director, Press Releases and send to local press & radio (there is a list of the publications and radio stations where we currently advertise)

· Create all publicity items:

· posters

· flyers

· tickets

· production programmes (including looking for, & liaising with, advertisers to go into the programme)

· Arrange the printing of publicity items, once the items plus costs have been passed by the Committee.

· Arrange the distribution of flyers and posters to appropriate areas (there is a list of places where posters and/or flyers have been accepted for previous productions).

· Provide material for front of house display.

· Respond to 'Publicity Officer – Contact Us' requests from the website.

· Appropriate use of the allocated 'Publicity Officer' email address, including sending notification of forthcoming shows to Society mailing list (held by the Secretary).

Social Media Administrator:


· Responsibility for all the 'online' social media accounts (Facebook, Twitter), as well as the Bridgend Castle Players' website.  

· Responsibility for all the '@bridgendcastleplayers.org' email addresses.

· Keep all forms of social media up-to-date, moderated for all members, in keeping with the best interests of the Society, and ensuring a positive image of the Society.  

· Advertising all plays - casting and performances, on social media accounts as well as the website (in conjunction with the Publicity Officer)

Child Protection & Vulnerable Adults Officer:

· Facilitate Disclosure and Barring Service checks – DBSs (previously known as Criminal Record Bureau checks - CRBs) for all those members who require them, as approved by the Committee.  

· Keep the Committee up-to-date with current legislation and advise directors accordingly.
· Keep records of all Youth Members of the Society.

· Adhere to the DBS referral requirements of those causing or suspected of causing harm to a vulnerable person.
Technical Director:



· Organise and implement the design of technical production elements, by liaising with the Show Directors, Committee and Technical Crew.

· Arrange equipment maintenance, and implement upgrades and purchases, with the agreement of the Committee.  

· Make all backstage crew and cast aware of safety procedures, as and when required.

· Ensuring that the following are done:

· Lighting design and sound plots.

· Arrange the hire of equipment, with the authorisation of the Committee, as and when required.

· Rigging and plotting the lights before and de-rigging after a show

· Rigging and de-rigging the sound system

· Operating the lights

· Operating the sound system

Social & Fundraising Committee:



· Organise functions, both social and fundraising events, as and when directed by the Committee, or after agreement to such functions when suggested, and at the discretion of the Chairperson and Committee Members.

'BCP Youth' Director / Youth Director:

· Plan all sessions (with attention to drama & performance skills and confidence building).

· 'Teach' all sessions, with support from the ‘BCP Youth’ Assistant Leaders.

· Evaluate each session.

· Liaise with the staff at the venue, as & when required.

· Liaise with members' parents, as & when required.

· Prepare sketches / help the members to prepare sketches for the children to perform during assembly times at the school / in front of members' parents.

· Record attendance and payment of subs for each session.

· Ensure all members have completed a Youth Membership Form.
Auditors

Two people to be nominated at the AGM, to audit the accounts for the following financial year.  People nominated to have no association with Bridgend Castle Players bank accounts, nor a close relationship to those involved with the accounts.

