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Role description – Meetings Organiser

1. Document purpose

To outline the role and responsibilities of a Meetings Organiser.

[NB. At some point a Sub-Committee may be initiated for these activities and at that time this role would be incorporated as part of that Sub-Committee]
2. Role summary 

· To organise and undertake all aspects of preparation for monthly and other meetings.

· To liaise with Speaker booking arranger.

· To liaise and support volunteers (e.g., RUG members)
· To ensure good communication with the Executive Committee (EC), ensuring that relevant questions and decisions are reported.
· Prepare publicity material for the monthly meetings or other events.
3. Main responsibilities 

· 
Research and make bookings for monthly meetings, EC Meetings, and other special events e.g., Open Days, Picnic in the Park.
· 
Liaise with Speaker booking arranger for key information.
· Liaise with the HHD Communications Sub-Committee for other functions
· Ascertain equipment requirements required by the speaker/presenter/organiser.
· Consider whether any access or special safety requirements will be required.

· Report and update the HHD EC at the EC meetings

· Prepare publicity posters for Sub-Committee distribution
· Draft publicity information for the Sub-Committee, for Newsletters and for Poster distribution
4.
Monthly Meetings
4.1
Pre event activities

· After proposed speaker details have been received, contact him/her to confirm    arrangements for the meeting, e.g., time of start, how long we expect the presentation to take. 
· To clarify if additional equipment is needed from u3a. 
· Request details of the meeting for our social media and how the speaker would like to be introduced.  

· Prepare publicity poster and pass to Comms Sub-Committee for distribution. 

· One week before prepare an email reminder for members about the meeting and send to the member email distributor.

· Organise access and collect keys for each venue. If the meetings organiser is not available, arrange for another EC member to do this. 

· Liaise with the RUG for assistance with room set-up, including chairs, tables for speaker and equipment, tables for membership secretary, meet and greet, and any other group as required.

· Request other EC members to be available to assist in set up etc.

· Liaise with the Catering Team if required.

4.2 During the event

· Arrive 45-60 minutes before the event to open up the venue.

· Work with the RUG members to set up chairs, tables for reception, membership and others as required, PA System, projector and screen.
· Ensure that any cables or cords do not create a safety hazard. Use the Black and Yellow tape as appropriate.

· Coordinate any last-minute hitches with the speaker, the technical advisor other EC members as required. 
· Remind the Chair or Announcer to alert the attendees of the Fire escape routes etc. and to switch off or silence mobile phones.
4.3
After the event
· 
Coordinate the stacking of chairs and tables etc.
· 
Ensure any equipment is returned to storage where applicable.
· 
Ensure that all windows and doors are closed, and lights switched off.

· 
Return any hall keys to the primary holder.

· 
Write 100 words for the Village Magazines and our Social Media.

5.
Other Events
5.1
Pre event activities

· 
Follow the general items listed at 4.1

· 
Liaise with the Comms Sub-Committee to gather all relevant information about the activities to be undertaken and the equipment required. E.g., Gazebos, tables, banners, display boards etc.
· 
Ensure that any instructions issued by the management company or Local Council are available and understood
· 
Liaise with the Comms Sub-Committee about any potential safety hazards, bearing in mind that both members and general members of the public may be in attendance.

5.2
During the event

· 
Follow the general items listed in 4.2

· 
Dependent upon the type of event, coordinate with the organisers and any EC members to ensure the safety of all attending.
5.3
After the event

· 
Follow the general items listed in 4.3

· 
With members of the RUG and other EC members, return the site to the 

state that it was prior to the event.
· 
Ensure that all HHD equipment is packed and ready for transportation as required.
 6.     
Additional useful information

6.1
Adastra Hall
· 
Booking Secretary: 07742 093248 email: adastrabookings@outlook.com; website; http://www.adastrahall.co.uk.

· 
A booking form needs to be completed ,once the Adastra Booking Secretary confirms that the date(s) are available. All invoices from Adastra Hall are sent direct to the HHD Treasurer.

· 
If the Cinema Screen is required, a security key is needed. An extra charge of £15.00 is levied. Full instructions on the use of the screen are printed next to the security lock, which is on the left hand side of the stage, as you look down the hall.

6.2
Hurst Court Bushes Community Hub

· 
Bookings via : bookings@hurstvillagecentre.org. Full details available at:

https://hurstpierpoint-pc.gov.uk/venues/village-centre/
· 
The key needs to be collected in advance from the Parish Office at the Village Centre. [NB This office is closed between 1300 and 1400 hours]. A £50 key deposit is required. The usual practice is to obtain a cheque for £50 from the Treasurer, which will be returned when the key is returned to the Council Office.

· There is no screen, pictures are projected onto the end of the wall of the Hall.

6.3
Hurst Village Centre Hall
· This location is unavailable to HHD currently as all the preferred times for HHD activities are fully booked. 
· Should this venue become available again then the points in 6.2 above apply.

6.4
Miscellaneous Information
· Troubleshooting of PA system at Adastra Hall during a meeting can be arranged by agreement with a member.

· HHD’s PA system is heavy but portable and requires study of the instructions.
6.5
On Completion

· To carry out a comprehensive handover to the new Meetings Organiser, when applicable.
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