
Speaker Secretary
I search, find and research possible speakers and then contact them for pos-
sible dates and get confirmation of price and subject. Email the website editor 
for inclusion in our website.
Contact speaker a couple of weeks before event to check if all ok. On the day 
of the meeting, the venue has to be checked to ensure that it is prepared cor-
rectly and that the necessary equipment is ready.
Speakers have to be met, welcomed and looked after.
When the speaker has finished, they are thanked and are paid a fee for their 
expenses if required.            
Attends committee meetings.Essential to have a computer & printer.
Attends meetings of area speaker secretaries quarterly.

Newsletter Editor 
Collect and collate articles, photos, reports and other items for the interest     
of the members. 
Submit finished newsletter to the website editor for him to publish to the    
website. 
Print copies of the newsletter for the members who have no access to the    
internet. 

Publicity Secretary 
Maintain a database of the members to submit to the U3A print people  so 
that members receive the Third Age Matters magazine several times a year. 
Submit items as and when to the TAM magazine for publication. 
Collect orders and money for the U3A dairies, then distribute. 
Send for various publicity materials for the membership. 
Liaise with Group Leaders to prepare and update the quarterly timetable and 
submit to the Website Editor for inclusion in the website. 
This position requires the use of a computer, printer and internet access. 

Room Bookings Secretary                                                                        
Main activity is the booking of the Rayleigh Grange Community Centre for our 
monthly meetings. 
Liaise with the centre booking secretary regarding extra hours we may need.    
Maintain a list of other venues available to groups. 
Offer assistance regarding the AGM ploughman’s lunch. 
Organise and run the annual quiz night. 
Offer general assistance to other members. 



Membership Secretary 
At the monthly meetings, make sure that all members are signed in and guest 
have paid a fee. 
Produce attendance statistics for committee purposes. 
Take inquiries from potential new members. 
Maintain a waiting list and invite newspeople when places become available. 
Contact existing members inviting renewal each year. 
Process renewals. 
Check essential details are accurate, i.e. ICE/telephone numbers. 
Issue new membership and ICE cards. 
Bank membership renewal cheques. 

Group Coordinator
Produce & distribute Group Leaders name badges.
Keep Group Leaders handbook up to date.Print and distribute any new/re-
vised Advice sheets etc.
Receive Interest Group Preference forms from Membership secretary.
Advise relevant Group Leaders of new members wishing to join their group 
and ask to be advised of the outcome.
Contact new members to welcome them and advise that the relevant group 
leaders will be contacting them.
Suggest to new members that they start a new group if they name a topic we 
do not already have or are on a waiting list for an existing group.
Request group leaders advise of any changes within their group and keep 
records up to date.
Ensure any accidents at house meetings or group outings are documented 
on the Accident Form.
Forward completed form to Committee secretary.
Report to be given at the monthly Executive Committee meeting
Article to be submitted to the monthly newsletter.
Advise newsletter editor of any changes to group meeting calendar. 
Organise annual new members welcome meeting. 
Organise group leaders Thank You event. 
Usually attend Essex Association meeting. 



Secretary 
The home address of the Secretary is the registered office of Rayleigh 
Grange U3A. 
Correspondence, either by post or through the website, is addressed to the 
Secretary in the first instance. 
The secretary must work with the Chairperson and keep him/her well in-
formed. 
Constructing the agenda for committee meetings with the Chairperson’s ap-
proval. 
Sending out notices of meetings with any relevant papers for discussion. 
Attending up to ten committee meetings annually. 
Taking the minutes of the meetings and writing them up. 
Circulating the minutes to the committee prior to the meeting. 
Conveying decisions taken, to people involved who may be required to take 
action. 
Liaising with the Treasurer whenever necessary. 
Dealing with the correspondence and any telephone enquiries. 
Arranging any additional meetings if required. 
Assisting the Membership Secretary at the signing in desk at the monthly 
meetings if required. 
Acting as a contact with the Essex Association of U3A’s and dealing with any 
matters which might arise e.g. ensuring that our U3A is represented at As-
sociate meeting by committee members. 
This position requires access to a computer and print facility. 



Social Secretary 
Research and arrange a programme of excursions and events which will be 
open to the whole Rayleigh Grange membership. 
Book tickets, venues, guides and coaches. 
Purchase, or request others to purchase, items required for social events 
such as food, raffle prizes, table covers etc. 
Calculate the cost per person for each excursion event. 
Consider whether arrangements need to be made to accommodate any 
member with additional needs. 
Advertise the excursion or event to the membership. 
Collect deposits and full payments, keeping all payments recorded on a 
spreadsheet. 
Pass payments to Assistant Treasurer for banking. 
Maintain a waiting list when necessary and try to fill places of any members 
who have paid but are unable to participate after all.If places can be resold 
arrange for a refund to be made. 
Accompany members on trips and lead the group. 
Obtain deposits and balance payments from the Treasurer and pass these on 
to venues, guides and coach companies as required. 
Obtain cash from the Treasurer to pay tips which have been included in the 
costing and pass these on to the appropriate people (normally coach drivers 
and waiting staff). 
Supply the Treasurers with an Income and Expenditure sheet after a trip or 
event has been completed. 
Arrive early for social events to help with room set up and food preparation. 
Record names of members who wish to have a ploughman’s lunch before the 
AGM, check that those arriving for the lunch have pre-booked and assist with 
the preparation of the lunch. 
Organise and run the annual quiz night. 



Treasurer 
Opening and dealing with the main bank account, includes: 
maintaining spreadsheet detailing income and expenses, 
regular bank reconciliation ensure accuracy of records, 
management of holding accounts for interest group funds, 
management of interest bearing account for accrued expenses, 
issue of receipts for income and collation of invoices for expenses, 
banking and petty cash management. 
In liaison with Deputy Treasurer oversee management of Social bank ac-
count, use online banking necessary to transfer funds. 
Deciding with the Chairman on cheque signatories. 
Maintaining financial records in accordance with requirements of Charity 
Commission as appropriate. 
Obtaining Gift Aid form from members, keeping records of replies, liaising 
with HMRC with regard to refunds. 
Reporting to the committee on financial matters, including surplus funds. 
Production and maintenance of asset register, ensuring all risk insurance 
is secured for appropriate value with Third Age Trust. 
Preparing the statement of accounts for inspection or audit for the AGM. 
Reporting to the members on financial matters, expenditure and available 
funds at AGM. 
Preparing a budget annually. 
Recommending the level of subscription to be paid by the members. 

Assistant Treasurer 
Collecting cash/cheques from the Social Secretary and Groups.             
Check funds agree to the worksheets provided. 
Enter the funds into the paying in book marking the counterfoil sheet with the 
Group/Trip if cheques made out for several trips. Make a note on the reverse 
the paying in slip. It is also advisable to keep a note on the work sheet.This 
will help when working out the trip balances. 
Once the funds have been paid into the bank, mark up the spreadsheet ac-
cordingly. Make a note of the trip balances. 
You will receive requests for cheques for various trips and deposits for future 
bookings.These are entered onto the expenditure page on the spreadsheet. 
Bank statements are sent monthly and are to be agreed against the spread-
sheet.For funds drawn on the debit card you may need to obtain details from 
the Social Secretary. 
When the trips are complete you will receive invoice details from the Group 
Leaders together with any other receipts for expenses.These are to be filed in 
a folder with all receipts and trip details ready for the annual audit. 



Chairman 
Inform national Office and your regional trustee of your appointment and con-
tact details and any other changes to your officers, membership and direct 
mail contacts. 
Welcome members and speaker to monthly meeting and then thank the 
speaker. 
Chair the monthly committee meeting. 
With your fellow committee members, promote the U3A ethos. 
Be familiar with your constitution. 
Ensure the Secretary shares with you all the national office mailings and that 
the whole of the committee is involved in communications to your members. 
Attend your local network meeting. 
Consider succession planning roles within your committee to ensure the sus-
tainability of your U3A. 
Ensure that your website editor keeps the site up to date and make sure that 
more than one person can operate the website. 

Vice Chairman 
Deputise for the Chairman in any of the chairman’s duties as required. 

Website Editor 
Responsibility for our website and updating our GDPR policy as required. 
Updating the content of the website to include the monthly newsletter, 
social events/outings, group information, external links, photos, membership 
renewal form, scrolling banner and AGM minutes.                                          
Attending the monthly committee meeting and reporting on the activity of the 
website including page visits (hits) each month. 
Occasional contact with other local U3A’s and with Sitebuilder support. 
Occasional attendance at Essex webmaster meeting in Chelmsford. 
Keeping the committee contact details and job descriptions up to date.                                     
The website editor does not need an I.T background. Just needs to be      
reasonably computer literate, with access to the internet and a  
computer/tablet. 
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