North London Officer Positions

“Job Descriptions”

updated 22nd January 2012

Secretary:

1) Books meetings, publicises time and place, and ensures keys are brought to each meeting.

2) Request agenda items and prepare a draft agenda prior to each meeting

3) Bring minutes from each previous meeting

4) Ensure minutes are sent out on e-mail list and are posted up internally on solfed.org.uk

            - Often delegated to each meeting’s minute taker

5) Monthly reports to IB detailing activities and current membership numbers

            - Can be delegated

6) Keeps phone, regularly checks messages, and reports call of interest to the Local

             - Should set aside a certain time each week to be ‘on call’.  This time should be advertised on the answer phone message.

7) Check’s the Local’s email account, responds to membership inquiries, and reports back to the membership

8) Ensuring that a national conference and delegate councils approach, the Local has selected mandated delegates and that motions have been circulated and discussed. 

              - This can be delegated either by the secretary or by implementing a yearly or semi-yearly plan of the local.

9) As per the SolFed constitution: 

The Secretary is responsible for providing reports at least quarterly, written credentials and mandates to the Solidarity Federation. 

10) As per the NLSF 2012 AGM, the treasurer should ensure that the monthly business meeting structure and minutes are as follows:

(1) Election of minute taker and chair
(2) Agree previous minutes/action points from previous meeting/unfinished business
(3) Personal reports – can be split into two groups based on attendance
(4) Ongoing struggles
(5) Motions/Proposals
(6) Discussion points and announcements
(7) Officer reports
(8) AOB
(9) “Bare it in mind zone”
(10) Next meeting date and time

Note that when doing the minutes, all ACTION POINTS should be clearly marked by being preceded with the words “action point” in bold, uppercase, and underlined. Finally, whoever takes minutes be responsible for uploading them to the NL section of the website (non-public, of course) and for putting the action points in the NL action points thread on the internal forums.

Treasurer: 

1) Monthly Financial reports, written and verbal

2) Keeps track of branch assets

            - Currently: a 1979 CNT membership card


- Various lit, merchandise, banners, posters, mugs, etc.

3) Yearly finance report

4) Works with secretary to keep track of who is paying dues and ensuring members stay current on their subs

5) Sign checks to repay members’ expenses or when the Local decides to spend funds on a project, donate to a campaign, etc. 

      - Any and all expenditures must be endorsed by a minuted and recorded vote of the   Local

6) Make sure the account is in good order and maintain online banking records.

7) As per the SolFed Constitution:

The Treasurer is responsible for paying subs to the Solidarity Federation, with lists of members, quarterly, and for issuing and updating Membership Cards to all members of the Local.

