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DUTIES OF RHIWBINA MEMORIAL HALL EXECUTIVE OFFICERS
The rules of the Association summarises the role of the Executive, and how it interacts with the membership, the trustees and the Hall Council.  The posts are listed in alphabetical order.  It is a condition of the appointment of all the executive officers that they undertake to exercise all their powers and to perform their functions in the way she or he decides in good faith would be most likely to further the purposes of the Association.
THE BOOKINGS SECRETARY SHALL:
1. operate as a member of the Executive management team.

2. record all bookings and maintain a register of hirings and display the same in the Hall.

3. manage bookings in accord with the procedures agreed by the Hall Council.

4. liaise with the Secretary, Treasurer and Hall Manager to ensure an efficient service for Hall users.

5. manage the collection and banking of monies including the collection of cash payments from hirers and the initial pursuit of non-payers.

6. be the initial contact with potential hirers, show them the Hall facilities, manage the issue of keys to the Hall and, insofar as possible, check the condition of the Hall after hirings.

7. carry out the administrative tasks associated with running an effective bookings service.

THE CHAIRPERSON SHALL:
1. operate as a member of the Executive management team.

2. chair meetings of the Rhiwbina Memorial Hall and Community Association, its Hall Council and its Executive.

3. by reason of the office be a trustee and discharge the duties associated with that position.

4. lead the development of the Association.

5. liaise with the group committees to ensure the smooth running of the Hall.

6. co-ordinate the management of complaints, unless they relate to one of the ex-officio trustees.

7. co-ordinate the resolution of disputes, unless they relate to the chairperson.
8. either represent the Association to other parties or shall ensure that the Association is suitably represented.

THE HALL MANAGER SHALL:
1. operate as a member of the Executive management team.

2. check on and order janitorial supplies as required.

3. carry out basic maintenance tasks related to facilities within the Hall.

4. hire and manage craftsmen to carry out maintenance work that require specialists skills.

5. obtain quotations for major items of work relating to maintenance or improvement of Hall facilities.

6. manage the implementation of any major items of work.

7. keep records of minor expenditure related to maintenance and running of the Hall.

8. operate within the delegated budget for maintenance set by the Hall Council.

9. report any major problems that arise concerning maintenance to the Executive.

THE SECRETARY SHALL:
1. operate as a member of the Executive management team.

2. convene all meetings of the Association
.
3. shall by reason of the office be a trustee and discharge the duties associated with that position.

4. shall act as secretary to meetings of the Trustees.

5. prepare an agenda for each meeting of the Trustees or Hall Council and record and publish minutes of all meetings, reporting on them when required.

6. receive and dispatch all correspondence relating to the Association and report such correspondence to the Hall Council as necessary.

7. maintain a list of members, including full names, addresses, telephone numbers, email addresses and dates of joining the Association.

THE TREASURER SHALL:
1. operate as a member of the Executive management team.

2. account for all income and expenditure of the Association and keep appropriate records thereof.

3. establish a bank account (or accounts) in the name of the Association in which account(s) all monies of the Association shall be deposited, excepting such amounts deemed necessary by the Treasurer.   Withdrawals from the account(s) shall require the signatures of any two of three nominated signatories.

4. issue invoices for goods and services provided by the Memorial Hall.

5. issue receipts for monies collected from members and others.

6. maintain a set of accounts which provides visibility of all Memorial Hall transactions
.

7. provide a report of the current financial position of the Association at each Hall Council meeting.

8. present the Annual Accounts to the Association at its Annual General Meeting.

9. alert the Hall Council to any unexpected expenditure or other significant financial occurrences.

THE VICE-CHAIRPERSON SHALL:
1. operate as a member of the Executive management team.

2. carry out the Chairperson's duties in his or her absence.
3. provide support and assistance to the Chairperson in carrying out his or her responsibilities and should act as a ‘critical friend’ and sounding board.
4. may agree to take on specific responsibilities from the chairperson.
� The requirement to check the condition of the Hall after a hiring is a requirement to visit the Hall regularly.  It is not the responsibility of the Bookings Secretary to ensure the Hall is always in a safe condition.  It is the explicit and accepted responsibility of each hirer to ensure the facilities are left in a safe condition after each hire.  It is also an accepted responsibility of members of the Association, when using the Hall, to report any faults or dangers they might notice.


� It is suggested elsewhere that a complaint or dispute involving an ex-officio trustee is managed by another trustee.


� This does not include Group meetings, which are the responsibility of the individual Group committees.


� “Memorial Hall transactions” are distinct from transactions between the Groups and external parties.





