
Job Description 

Member Events Coordinator Newbury u3a 

Member of the Executive Committee of Newbury u3a responsible for producing an Event 
Booking form for specified events; for the set-up of A/V equipment for Talks at St Nicholas 
Church Hall and post-talk summaries for the u3a Newsletter. 
 
The role ensures that those involved in running the event have clear instructions of what they 
are required to do in preparation and on the actual day of the event. This is achieved by the 
completion of an Event Booking form template and advance circulation of it to the EC and any 
Newbury u3a members involved in running the event. 
 
Member Talks at St Nicolas Church Hall. 
The Member Events Coordinator is required to: 

• Set up the lapel mic for the guest Speaker and hand-held mic for the Chair. 

• To assist the guest Speaker, if necessary, in the set-up of their laptop and projector. 

• To liaise with Church Office staff for batteries, extension leads etc as required. 

• To produce brief introductory notes on the guest Speaker for the Chair to use. 

• To produce a summary of the talk & a photo of the guest Speaker for the Newsletter. 
 
Full written and illustrated instructions are available to assist in set-up of the church A/V 
equipment and training will be provided.  
 
Estimated time is less than 0.5 day per month to create booking form and talk summary, 
plus 0.5 day per month for the Talks at St Nicholas Church Hall and 2 hours per month at EC 
meetings. 

 
 
 
 


