LDWA - JOB DESCRIPTIONS
Prepared October 2010
CHAIRMAN

1. Take the chair at all General and Committee Meetings unless precluded from doing so by unavoidable circumstances.

2. Co-ordinate, monitor and progress all Committee activities ensure, in particular, that tasks are adequately resourced for their proper and timely completion.

3. Ensure that all activities are in accordance with the Association’s aims and policies.

4. Have overall responsibility for updating and carrying out the current long-term plan and strategy.

5. Provide help and advice to new Committee members and ensure that they are aware of the Committee structure and function and receive copies of relevant past papers.

6. Write formal letters on behalf of the Association, whenever appropriate.

7. Ensure that appropriate Committee links are maintained with non-committee volunteers working for the Association.

8. Identify risks to the organisation’s continuing operation, its activities and its reputation and ensure adequate procedures and guidelines are in place to manage any risks identified (such as safeguarding policies)

9. Ensure that guidelines, training and support are in place to ensure the ongoing activities are carried out with due regard to safety, recognizing that outdoor activities involved an element of risk.

SECRETARY

1. Prepare an agenda for all General and Committee Meetings.

2. Ensure the circulation of relevant material to Committee and other members with particular emphasis on pre-meeting briefing notes involving reports received from members.

3. Take full responsibility for the accuracy and distribution of minutes for all General and Committee meetings.

4. Provide a fulcrum for correspondence, both within and without the Association, and ensure that all enquiries are passed to the appropriate officer.

5. Receive nominations for the National Committee at the appropriate time before the AGM.

6. Take responsibility for the AGM booklet and present the Annual Report to the AGM.

7. Prepare a set of briefing notes on Committee activities for each edition of Strider.

8. Ensure that the Association’s records, correspondence files and archives are properly maintained.

9. Make representations on policy, either by letter or in person, to outside bodies and agencies.

10. Maintain a directory of non-committee volunteers offering help.

11. Ensure that the Association meets all statutory non-financial requirements.

12. Co-ordinate attendance at external meetings and receive minutes and reports.

13. Ensure that the addresses of relevant current officers are circulated to publishers and kindred organisations and make representations whenever an out of date address is used.

14. Ensure that the contents of the letter of welcome sent to new members are up to date. (Not something I do at the moment – not sure what is sent to new members!  Presumably this is now Peter’s role)

TREASURER

1. Maintain the Association’s books to an auditable standard.
2. Make payments authorised by the Committee and ensure that adequate arrangements are made for banking all payments received.

3. Prepare an annual budget in accordance with current requirements set by the National Committee.

4. Present an annual report to the AGM.

5. Present recommendations regarding investments and the annual subscription rate.

6. Ensure that the Association meets all statutory financial requirements (e.g. VAT requirements).

7. Monitor and control the financial risk profile for investments and any other assets to ensure it remains appropriate and ensure best practice is applied to prevent fraudulent use of funds.

8. Ensure there is suitable and adequate insurance cover in place and lead the administration of any claims, in conjunction with the insurers, keeping records of claims.

9. Ensure there are adequate cash resources to meet expected liabilities in a timely manner.

EDITOR

1. Read, select, solicit and edit material for Strider.
2. Write the editorial column for Strider and contribute news content to the national website.
3. Receive press releases, books for review, and other such material and progress them as appropriate.
4. Take responsibility for the preparation of pages, including typesetting, photographs and design, in collaboration with the printers and ensure that printing costs are competitive, leading on with periodic reviews and appointing new printers if needed.

5. In consultation with the printers, arrange the production schedule and liaise with the printers throughout the production process.

6. Take responsibility for proof reading of Strider.

7. Liaise with the Local Groups Secretary and Events Secretary to ensure that the Group Walks and Events listings are included in Strider as appropriate.

8. Ensure that Strider meets all statutory requirements.

9. Take the lead in any negotiations involving the production, typesetting or printing arrangements for Strider.

MEMBERSHIP SECRETARY

1. Process all postal and online applications for, and renewals of, membership including banking cheques and providing full information to the Treasurer.

2. Maintain accurate and up to date records on the online membership database and all recipients of Strider.

3. Supply merchandise and other items as requested in conjunction with renewals and applications.

4. Oversee the design and printing of the membership and renewal forms, membership card and welcome letter.

5. Take full responsibility for the distribution of Strider from the point of dispatch onwards, including compiling mailing lists and replacing lost or damaged copies.

6. Ensure all relevant documents are with the mailing agency as and when requested.

7. Make membership statistics available to the Committee

8. Act as the “contact name” of the Association for the purposes of the Data Protection Act.

INTERNET OFFICER

1. Maintain all National web pages as determined by the Committee.

2. Encourage event organisers to comply with the standards and to apply incentives and sanctions where necessary.

3. Co-ordinate the updating, production and circulation of the Guidelines for Events.

4. Discourage clashes of similar events on the same date in the same area.

5. Encourage event organisers to take and use the Display Pack.

6. Advise the Committee on aspects of Events Policy, particularly with regard to fulfilling the Association’s obligations as a governing body.

7. Monitor and advise on the use of online entry systems by events, in conjunction with the 100s co-ordinator.

EVENTS SECRETARY

1. Compile lists of events for Strider and other magazines as determined by the Committee.

2. Encourage event organisers to comply with the standards and to apply incentives and sanctions where necessary.

3. Co-ordinate the updating, production and circulation of the Guidelines for Events.

4. Discourage clashes of similar events on the same date in the same area.

5. Encourage event organisers to take and use the Display Pack.

6. Advise the Committee on aspects of Events Policy, particularly with regard to fulfilling the Association’s obligations as a governing body.

7. Monitor and advise on the use of online entry systems by events, in conjunction with the 100s co-ordinator.

LOCAL GROUPS SECRETARY

1. Compile and collate news of local group  events and other activities for inclusion in Strider.

2. Liaise with local group secretaries to provide advice and operate an exchange of information between them and the Committee (e.g. by writing a newsletter from time to time).

3. Consider the viability, and advise and help in the formation of, new groups.

4. Organise annual local groups conference.

LDP INFORMATION OFFICER

1. Ensure that the Association has reliable and up-to-date information on long distance paths by maintaining the online database, identifying upgrades to the database.

2. Answer enquiries from members and others on matters relating to the long distance path network.

3. Provide regular news items relating to long distance paths for Strider and advise the Editor of other possible items for the magazine.

4. Ensure that all records for the Database and Handbook are maintained an up to date.

100s CO-ORDINATOR

Main Function
To act as the focal point for all matters in connection with the 100 mile challenge event. 

Main Responsibilities 

1. To keep the National Executive Committee updated on the progress on the development of 100 events currently in the programme. To ensure that there is a suitable named NEC representative for each 100.

2. To develop a programme for future 100 mile events liaising with local groups as required. 

3. To review policies and procedures for the 100 mile event producing guidance etc as required. 

4. To assist with the development and maintenance of the LDWA web site in relation to 100s issues.

5. To consult and liaise with the 100s Sub Committee as required.  

6. To advise and assist members on 100s issues.
MERCHANDISE OFFICER 

1.
To maintain and bolster, wherever and whenever possible, the LDWA’s merchandise operation

2.
To receive orders by e-mail or registered post

3.
To process stocked items (Handbook, Chart, Guidelines For Events, general remains etc) through 
to despatch

4.
To process orders for those items stocked by suppliers, by checking details and then forwarding the orders to them by e-mail

5.
To maintain the LDWA web shop  

6.
To maintain the mail order form and make it available 3 times a year, in conjunction with each issue of Strider magazine

7.
To choose appropriate products to be listed on the mail order form and in the web shop

8.
To deal with any direct and indirect queries/problems etc from customers/potential customers

9.
To take products (if and when practical) to challenge events and the LDWA AGM weekend

10.
To write occasional items for Strider about LDWA merchandise

11.
To compile a report for the national committee meetings and AGM 

12.
To pay in cash and cheques received against non-web shop sales, informing the LDWA Treasurer when accomplished

13.
To produce accounts where/if required and to be aware of general accounting matters, as dictated by national committee policy, national committee meetings, LDWA Treasurer, general circumstances/situations

ENVIRONMENT OFFICER

1. Advise the Committee on environmental issues relating to walking and ensure that the Chairman and Secretary are adequately briefed on matters requiring urgent attention.

2. Prepare a regular news item relating to environmental matters for inclusion in Strider and advise the Editor of other possible items for the magazine.

3. Prepare and update information and guidance to help reduce our environmental impact as an organisation.

PUBLICITY OFFICER

1. Publicise the Association and its activities in accordance with methods and scales determined by the Committee.

2. Distribute press releases on matters determined by the Committee.

3. Advise the Committee on methods of publicity including estimates of their price and effectiveness.

4. Co-ordinate the use and care of the Association’s portable displays

