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Swindon NCT – Role Descriptions

Swindon Branch Chair / Co-ordinator role (A key role – if this role isn’t filled the branch can no longer operate)

With the support of the Vice Chair:

Branch

· Fundraise for NCT with the assistance of volunteers

· Encourage new volunteers

· Liaise with Head Office

· Receive reports from Parent Support Co-ordinator, in respect of the running of Branch Services

· Provide support to Committee members 

· Make final decisions, where necessary, for Branch matters

· Approve and input into “The Stork” Branch members’ email

Volunteering

· Volunteer for Branch fundraising events, including Nearly New Sales

· Volunteer and support Branch services, such as Walk and Talk and Babytime

Branch meetings

· Each year Chair six Committee meetings, a November Annual Members’ meeting and one December planning meeting 

· Agree Committee meeting agendas with Vice Chair and Branch Secretary

· Facilitate decision-making

· Agree Committee meeting minutes with Vice Chair and  Minute Secretary

This role can be what you make it.  Apart from the Committee meetings, most communication is by email.  At least two hours a week is required.

Branch Secretary 

· Arrange branch meetings and AMM meetings, including preparing agenda, collating reports, and issuing papers in advance of meetings.
· Responsible for branch “enquiries” email address and telephone enquiries.  I pick these up and action appropriately either by responding with information requested, signposting to pages on the website, or passing to relevant individuals to respond.
· Ensure the Branch Information Form (BIF) is updated after the AMM, and any changes are notified throughout the year.
· Ensure the Branch contact list is kept up to date
· Order branch stationery

· Co-ordinate Walk and Talk rota
Newsletter Editor 

To deliver 3 issues of the members newsletter a year, this involves

· Encouraging committee members to contribute articles to the newsletter 

· Proof read and edit all articles 

· Collating articles and advertising into format for printer (using Publisher) 

· Organising proof reading and make corrections 

· Liaising with printers to organise printing and delivery 

· Liaising with committee to organise envelope stuffing and delivery of the newsletters to members

 Advertising Co-ordinator

To ensure there are advertisers for events such as the Nearly New Sale (NNS) and for the Newsletter

· Manage database of advertisers, ensuring the newsletter has sufficient advertisers to pay for the printing and make money for the branch 

· Follow up queries from new advertisers to confirm placement of adverts 

· Follow up on advertisers reaching the end of their paid for ads and encourage them to sign up to more advertising 

· Liaise with newsletter editor to ensure all advertisers and their artwork are confirmed 

· Organise the production of invoices to advertisers, give details of invoices to treasurer 

· Work with NNS Co-ordinator to confirm advertisers for each NNS, manage collation of advertising and produce invoices
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