
 

1 

 

ROLES AND RESPONSIBILITIES OF NORTH WALSHAM U3A COMMITTEE 
MEMBERS 
 
 
The following notes outline the roles and responsibilities currently undertaken by committee 
members. For more details, please ask the person currently undertaking any role you are 
interested in.  Tasks allocated are generally based on the skills and expertise of committee 
members and may change from time to time.   
  
 
Chairperson (currently Janet Head) 

 Chair monthly committee meetings and the Annual General Meeting; 

 Approve minutes and agendas of meetings; 

 Liaise with other committee members regarding their responsibilities and give help if 
needed; 

 Oversee the setting up and clearing of the hall for general meetings.  
 
Vice Chair (currently Steve Guratsky) 

 Deputise for the Chairperson, as required, in all aspects of the role including at short notice 
if necessary; 

 Be assigned projects to support the committee and the membership.  

 Be familiar with all necessary procedures undertaken by the committee. 
 
Secretary (currently Veronica Cooke) 

 Inform the Chairperson and other committee members where appropriate of 
correspondence received; 

 Construct and send out agendas for committee meetings and the Annual General Meeting; 

 If there is no Minutes Secretary, take fair and accurate minutes of meetings, agree the 
minutes with the Chairperson and then circulate them to committee or Annual General 
Meetings for approval. 

 
Treasurer (currently Clive Irons) 

 Ensure that strong financial management procedures and internal controls are in place and 
are maintained; 

 Maintain accurate and sufficiently detailed financial records in accordance with the 
requirements of the regulatory authorities 

 
Membership Secretary (currently Janet Barnard) 

 Deal with all aspects of annual and associate membership, e.g. renewals, reminders, 
collection of subscriptions and appropriate liaison with the Treasurer; 

 Collect members’ details, or changes of details, to be included in the Beacon Management 
System; 

 Deal with arrivals at monthly meetings, monitor attendance, enrol new members, etc. and 
ensure that the hall is not overcrowded, i.e. that the legal capacity is not exceeded. 

 
Groups Coordinator (currently Peter Phillips) 

 Be aware of the details of each group: how to contact the leader, how the group is 
organised (e.g. if members take it in turn to organise activities), where they meet, number 
of members, etc. 

 Oversee the formation of new groups and continuation of pre-existing groups, giving help 
where necessary; 

 Keep contact with all group leaders to advise and encourage them and to disseminate 
information.  
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Database Manager (currently Richard Nevill) 

 Maintain the North Walsham website, updating appropriately; 

 Be responsible for North Walsham U3A’s use of the Beacon Management System to store 
data. 

 Richard also sets up audio-visual equipment at meetings (both general and some group 
meetings), ensures equipment is in good working order and fit for purpose, and oversees 
use of and replacement of IT and audio-visual equipment owned by NWU3A.  He is 
currently assisted in some of these tasks by George Marsden. 

 
Newsletter Editor (currently Sonia Thomas) 

 Ensure that group leaders and other contributors submit items for inclusion in the 
newsletter before the deadline; 

 Edit items to ensure correct spelling, punctuation, etc. and ensure consistency of all items 
with overall appearance of newsletter, e.g. margins, typeface, etc. 

 Find and include items such as photographs, pictures or quizzes. 
 
Programme Secretary (currently Ann Marsden) 

 Find and book speakers for the general meetings, ensuring where possible a range of 
topics and types of presentation throughout the year; 

 Agree fees and/or travel expenses with speakers in line with current authorisation of 
amounts by the committee; 

 Compile list of speakers for each year and submit details for inclusion in annual programme 
card. 

 
Minutes Secretary (currently Jayne Potter) 

 Prepare Agenda for meetings; 

 Take Minutes at regular committee meetings and AGM. 
 

 


