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President 
This is an elected position for a term of up to five years at a time.  Presides at and acts as chair of Annual General 
Meetings or any Special General Meetings of the society.  Optional attendance at and participation in Executive 
Committee meetings. 

Vice-President 
One or more appointed non-executive positions who support the society in word or deed. 

Chairman 
Keeps their ‘ear to the ground’ and control of things generally.  Chairs Executive Committee meetings (usually every 
6 weeks).  Represents the society - at external events, on the production team for shows and on audition panels.  
Ensures trustee declarations are up to date.  Supports other committee members where necessary and liaises with 
them to make decisions. 

Secretarial Team 

General Secretary 
Handles the majority of necessary society paperwork.  Takes minutes at Executive Committee meetings and 
circulates them to committee members.  Organises the AGM, preparing and circulating relevant paperwork to all 
members.  Has overall responsibility for arranging hall bookings for rehearsals, events and meetings.  Liaises with 
the Concert Group Secretary in order to report to the Executive Committee. 

Membership Secretary 
Ensure members and potential members are fully informed about being a member of the society, providing them 
with all appropriate paperwork (membership application/change of details form; Gift Aid form; the society’s 
Constitution; documents about membership, its classification and fees) ensuring with the Website Admin that 
these are up to date and available on the website.  Collect and collate all completed forms and membership fees 
and collect show fees from cast members.  Issue receipts for all fees.  Keep a record of all money received and pass 
to the Treasurer in batches.  In accordance with GDPR, prepare and maintain a list of members and contacts and 
provide access to the list to relevant Executive Committee members.  Takes the register at rehearsals and is the 
point of contact for those unable to attend.  Looks after members, especially new ones to help them settle in and 
meet new people.  Keeps the members informed (by regular newsletters and email) and answers any queries. 
Liaises with the Events Team Leader in order to report to the Executive Committee. 

Concert Group Secretary 
Liaises with the Concert Group director of music and members of the group.  In co-operation with the General 
Secretary, arranges hall bookings for rehearsals.  In co-operation with the director of music, orders music for 
members to perform and arranges concert venues.  Advises the Treasurer of invoices required.  Provides reports 
for the Executive Committee to the General Secretary. 

Administration Team 

Treasurer 
Manages the society’s finances, keeping accurate records to enable the accounts to be examined annually by the 
Independent Examiner.  Monitors income and expenditure and advises the Executive Committee as appropriate.  
Prepares and supervises agreement of show budgets and monitors them through membership of the production 
team.  Prepares and sends invoices for services provided by the society and ensures the society’s creditors and fees 
are paid promptly.  Ensures Gift Aid is claimed annually from HMRC.  In co-operation with the Administration 
Manager, completes the Charity Commission annual return.  With the Membership Secretary, ensures membership 
and show fees are received punctually.  Liaises with other committee members regarding hall hires, provision of 
floats and any other finance matters. 
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Administration Manager 
Manages the general administration matters for the society.  Books theatres and obtains licences for shows and 
ensures ticket sales declarations to the rights holders are returned promptly.  Arranges and maintains appropriate 
insurances, in particular, society insurance and committee insurance.  Maintain details of the society and trustees 
on the Charity Commission and HMRC websites.  Act as the contact for NODA and ensure annual subscriptions are 
paid on time.  Act as website and Facebook owner maintaining domain registration and other general website and 
Facebook administration to enable the Website Admin and Social Media Admin roles to function.  Stands in for the 
Chairman as and when necessary. 

Social/Funding Team 

Events Team Leader 
Leads a team of people to plan and organise social and fundraising events as agreed by the Executive Committee. In 
co-operation with the General Secretary, arranges relevant hall bookings.  Liaises with the Treasurer to obtain any 
necessary floats and arrange payment of invoices.  Events may include, quiz night, barbecue, treasure hunt, 
Christmas party, after-show parties, etc.  

Publicity Team 

Publicity Manager 
Leads the Publicity Team taking overall management responsibility for ensuring that the society and its shows and 
concerts obtain maximum publicity collaborating with the Publicity Designer, Social Media Admin and Website 
Admin roles to achieve this.  Maintain contact with the Elgiva Theatre, local papers and magazines, radio stations 
and local businesses to promote the society’s shows and obtain sponsorship.  Responsible, with the Publicity 
Designer, for the design and printing of all necessary banners, posters, and flyers and the design, printing and sale 
of advertising space in relevant programmes.  Organises cast photographs for publicity, the programme and front 
of house displays. 

Publicity Designer 
Produces designs for show banners, posters and flyers and designs show programmes for approval by the Executive 
Committee.  Collates information for show programmes.  Arranges the printing of all banners, posters, flyers and 
programmes, liaising with the Treasurer to ensure prompt payment of invoices.  Produces advertising posters for 
social and fundraising events for use by the Events Team Leader, Social Media Admin and Website Admin. Provides 
reports for the Executive Committee to the Publicity Manager. 

Social  Media Administrator 
In co-operation with the Publicity Manager, administers all day to day aspects of the society’s social media 
interaction with members and the public using media such as, Facebook, Instagram, Twitter, etc.  Keeps all these 
media sources up to date and provides reports for the Executive Committee to the Publicity Manager. 

Website Administrator 
In co-operation with the Publicity Manager, administers all day to day aspects of the society’s website, ensuring it is 
kept up to date.  Liaises with all other job roles to obtain relevant information to include.  Provides reports for the 
Executive Committee to the Publicity Manager. 

Productions Team 

Production Manager 
Responsible for organising show production teams, ensuring the agreed budget is adhered to and reporting 
progress and issues to the Executive Committee.  Technical experience, although desirable, is not essential, but a 
good understanding of backstage work is desirable.  Gathers together members of the production team including, 
the society’s Chairman and Treasurer, the show’s Stage Manager and those organising sound, lighting, properties, 
wardrobe, etc.  Responsible for ensuring scenery is hired or made.  From the Get In day at the theatre, takes charge 
of the production, including a check of the theatre with its Duty Manager to ensure all is in good working order, 
clean and tidy.  A similar check is conducted immediately after the Get Out to avoid additional charges for damage 
or cleaning. 
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Stage Manager 
Leads the backstage team for productions to ensure stage safety and smooth running of shows.  Works closely with 
and provides reports for the Executive Committee to the Production Manager. 

Wardrobe Manager 
Curates the society’s extensive costume collection.  Organises costumes for shows either by hiring or making them.  
In conjunction with the Treasurer, decides on a price list for the hiring of the society’s costumes and arranges their 
hire and return. 

Properties Manager 
Curates the society’s collection of properties and set items.  Organises properties for shows either by hiring or 
making them.  In conjunction with the Treasurer, decides on a price list for the hiring of the society’s properties and 
set items and arranges their hire and return. 
 
 
 
Note:  In accordance with Charity Commission rules, all members of the Executive Committee and the President are 
Trustees of the charity 1112851 known as Panda Players. 
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