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Sherborne Bradford Abbas Camera Club

Position : Programme Secretary

Reporting to : The Chairman

Job Overview

The Programme Secretary is responsible for overseeing and coordinating the Programme of Events for SBACC.  These events will include all outside speakers, workshops and photoshoots.
As some of these events will be onerous to arrange it is anticipated that the role will be supported by other committee members at times.

Responsibilities and Duties

1. To identify and arrange bookings with speakers that will be of interest to members of SBACC.
2. To identify and arrange suitable venues throughout the year for members to attend photoshoots.
3. Liaise with the Competitions Secretary to obtain details of judges for upcoming competition evenings.  
4. Update the committee on the progress of the following seasons programme, and when completed to seek approval of any planned expenditure.
5. To produce a Programme of Events for circulation to SBACC members.
6. To liaise with the Communications and Media Officer to ensure publication of all programmes and events to members via the SBACC website.
7. To lead on arranging workshops for members of SBACC.
8. To liaise with the Communications and Media Officer to publicise events throughout the year that may be of interest to future members and non-members of the community.
9. To publicise all evenings when a speaker is in attendance to neighbouring clubs and offering them an open invitation to attend.
10. To assist with the setting up and clearing of the hall on meeting nights.

Requirements

· Communications Skills
· Organisational Skills
· Computer Skills
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