Program Co-ordinator
 In collaboration with the chair, Competition secretary and programming team the program co-ordinator creates our annual program of meetings, talks and events.
Work on the coming years program starts from July, after they have been elected at the AGM. The first 3 months program must be confirmed by beginning of August to coincide with member enrolment. Members will want to see what is coming up before they join for the coming year.
· Planning the launch of the Olga Sinclair and the prize gala with Chair & Competition Secretary.
· Liaise with outgoing Program Sec to gain knowledge of possible speakers
· Create checklist (using template) for each event / meeting / competition
· Send a copy to Chair, and other involved committee members. (some will need a copy, for others the meeting plan will be sufficient.)
· Ensure consent and confirmation documents for speakers and judges are complete and sent to Chair for checking before sending on to relevant persons. Ensure they are sent on time.
· Check that the consent and confirmation documents have been returned signed along with other requirements. E.g photo, bio, 
· Collaboration with chair and speaker etc on the plan for the evening and formulate announcement 
· Hand over announcement to promotions and webmaster for uploading to website and social media.
· Ensure the event has been listed on Eventbrite
· Write meeting plans: list time schedule for the evening and who will be responsible for which task. Send to committee and speaker 
· Contact speakers for their needs on the night
· Greet speakers / workshop leaders. Ensure they are helped to set up when they arrive at meetings.
· Organising the summer and winter social sessions, including making reservations (where required).
· Meet adjudicators, speakers, workshop leaders when they arrive at a meeting.
· For competitions plan in collaboration with competition secretary the time schedule to allow for launch and winners reveal evening
· Ensure names of interested speakers and workshop leaders are kept to pass on to the incoming newly elected Program co-ordinators at the end of the program. This is important as it will help to establish the upcoming program for the new season without a hitch
· Mentor the new PC at the end of the season to help them settle in.
· Create a report at the end of the season at the AGM summarising the events that have run, which sessions were most attended.
· Create a questionnaire to ask members for feedback at the end of the program.

Working with the new Program & Events Team who will help to run events, follow meeting plans, and create ideas for meetings.

For all Roles.
The following applies generally to each NWC Role Holder:
· We are the voices of the group. We share and discuss ideas and support the groups general running, aware of GDPR requirements within certain roles. 
· We are accountable to the Chair and to the Management Committee
· We form the Committee, who are responsible for the overall governance and strategic direction of the NWC and its financial health, developing the Groups aims, objectives and goals in accordance with the governing document, and legal guidelines.
· We are all members and pay an annual membership fee.
· We are volunteers and are not paid for our work and only pre agreed expenses for NWC approved by the Chair and Treasurer are reimbursed. 
· Specifically, we are seeking volunteers who can complement our existing Committee.
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