
LRWG Committee roles, 02/10/17 (MH) 

 

 

Descrip�on of commi�ee roles 

 
 
Chair  
 
Our Chair should lead the commi�ee and encourage membership support in ac�vi�es which support 
our overall vision and objec�ves. 
Ensuring that tasks are delegated to the other members of the commi�ee or group as necessary.  
Experience of chairing commi�ee mee�ngs is beneficial, as well as working with different par�es to 
build consensus and drive forward progress in mee�ng the group' overall aims, i.e. new and exis�ng 
members enjoying great walks and social events 
 
Secretary 
 
Responsible for planning commi�ee mee�ngs (both venues and agendas). 
Responsible for taking and distribu�ng minutes of mee�ngs to the 
en�re group. 
 
Treasurer  
 
Responsible for: 
maintaining the group's accounts and providing a report at commi�ee mee�ngs 
controlling the groups' bank account  and issuing payments to members to cover expenses 
repor�ng the group's annual accounts to the Area Treasurer and to the members at the AGM 
producing the annual budget in consulta�on with the commi�ee and submi�ng to the Area 
Treasurer 
Liaison with the Area Treasurer as required 
 
Membership  
 
Summarises monthly membership reports from the Ramblers Associa�on 
and circulates certain informa�on* with the New Members Secretary, 
walks registrar and chair (*so they can track overall membership 
numbers, contact new members and check walk registers).  
Approves requests to join the LRWG groups.io group and contacts members about  overdue 
membership subscrip�ons.  
Needs knowledge of data protec�on laws and the means to store (i.e. encrypted hard drive) and 
transfer members informa�on securely. 
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Walks Programme  
 
Encourages group members to submit walks and events using the on-line 
spreadsheet. Liaising with contributors to the programme to ensure 
that walk loca�ons are dispersed appropriately 
Organise planning mee�ngs if required.  
Chasing up contributors for missing informa�on.  
Colla�ng all informa�on to produce a dra� programme for proof-reading by the 
commi�ee and the walk contributors, then subsequently making the necessary amendments to 
produce the final programme. 
 Inves�ga�ng and experimen�ng to find the best way to present and distribute the programme at an 
economical cost. 
 
 
 
Social Programme  
 
Organise the Christmas Party and Summer BBQ.  
Co-ordina�ng social events for forthcoming programmes to avoid clashes (note this does not 
mean organising all social events yourself;  members are s�ll encouraged to submit ideas for social 
events and organise them).  
Being responsible for organising a quarterly social calendar. 
 
Area Representa�ve 
 
A�end regular Area Execu�ve Commi�ee mee�ngs and report back to LRWG 
Commi�ee and group when required.  
Raise any Commi�ee or group issues at Area level as required.  
Provide an end of year report to the Area Chairman, to be published in the Area' Write Of Way' 
Newsle�er. 
Coordinate events requiring LRWG contribu�on at Area level, which work on a rota of the groups in 
the Area. This includes hos�ng the Area AGM, Area Quiz and Area Walk.  
Make group members aware of Area events occurring eg. Area Quiz, Area Walk, Area AGM etc.  
Act as a point of contact for emails sent from the Area Chairman and Area Secretary to the LRWG 
Area Rep email address and cascade informa�on to the commi�ee or group as required. 
 
Marke�ng and Publicity  
 
Maintains the group's Facebook page and encourages members to post to it 
Maintains the group's Meet-Up presence 
Organises and promotes walks and events to encourage poten�al new members 
Obtains and distributes supplies of publicity material from Ramblers Central Office 
 
New Members Secretary 
 
Being a point of contact for new members and providing them informa�on on upcoming walks and 
social events and how to join the LRWG 'groups.io' email list 
Contac�ng non members who have a�ended walks to provide details of how to join the group. 
Liaises with the Membership Secretary, New Members contact and the Chair (as described above 
under Membership Secretary). 
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Website Administrator 
 
Responsible for maintaining the group's website and making 
administra�ve changes to the group's email lists 
Footpath officer 
 
Receives details via email of legal footpath related Orders and proposals via email from the Area 
Footpath Officer for comment as required 
To report footpath problems (e.g. blocked/overgrown path, broken s�le, missing waymarker) to the 
Highway Authority [Leicestershire County Council] if requested by group members. 
 
 
 
 
Walks Registrar  
 
Receives walk registers from walk leaders 
Encourages leaders to take registers and reminds leaders to pass registers on to them. 
Liaises with the Membership Secretary, New Members contact and the Chair (as described above 
under Membership Secretary). 
Produces sta�s�cs on walk a�endance to share with the commi�ee 
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