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Committee Roles for Friends Groups

A constituted group usually has three core committee roles: Chair, Secretary, and Treasurer. Other roles can also be created; a couple of examples can be found at the end of this document. It is also possible to have a structure where these roles are borne, or shared, by more than one person but this is less common.
Chair
A central coordinating role within the group. The holder of the role would provide a view and perspective from the group, representing a consensus as agreed by the group.  The Chair's role is typically to:

· chair meetings of the Friends Group

· liaise with other groups

· liaise with organisations and partners

· lead on communications with the Council. 

In addition, some Chairs take on a number of additional roles. The Chair can only take on these additional roles if they have been authorised to do so. This authorisation might be set out in the governing document or related procedure, or agreed by the other Committee Members.

Additional roles of the Chair sometimes include:

· acting as a figurehead for the group (for example, representing it at functions, meetings or in the press). 

· leading on the development of the group and ensuring its decisions are implemented. 

· taking urgent action (but not decision making unless authorised) between meetings when it isn’t possible or practical to hold a meeting.

Secretary 

The Secretary is a key communication role within the Friends Group.  Their role would include responsibilities to:

· organise meeting dates and times

· take the minutes of meetings and circulating them as needed

· administer any membership scheme and ensuring up-to-date records of members are kept unless there is a Membership Secretary role in the Friends Group

· send out information to Members

· coordinate information and communications as necessary

· check that quorum is present at meetings

· check that action points are followed up

Treasurer

The overall role of a treasurer is to maintain an overview of the organisation’s financial affairs, ensuring its viability and ensuring that proper financial records and procedures are maintained.  Their role is to:

· oversee and present budgets, account and financial statements

· make a presentation of the accounts at the AGM

· advise on the group’s fundraising strategy  

· ensure accounts meet the conditions of contractual agreements with external agencies such as statutory bodies and funders

A couple of examples of other possible roles:

Events Officer

This role is addition to the normal committee roles. Roles such as this can be taken on to manage any interest and initiatives for Events held in the Park for the Friends. .

Ex-officio Officers

Ex-officio Officers can fully participate in any Friends Group meetings but not given voting rights. They are also not required to attend meetings and would not count towards the quorum number.  This role can apply for Ward Councillor/s (one Councillor but this could be on rotation).

Election of non-specific committee members

A Friends Group could have additional roles allocated to Committee Members, and these could include representation of specific uses/users of the Park, for example:
· Dog-walkers






· Nature

· Play / children / young people

· Sport

· Volunteer coordinator 

· Web and social media coordinator

· Publicity and marketing



