Liverpool Green Party: Committee Roles 2023

1. Positions elected at the AGM

Local Party Contact elected at the AGM but usually taken up by the elected chair
· Attend meetings
· Liaise with National Party & Field Officers as required
· Pass on communications to the local party to the Committee or relevant person/s as necessary.
· This is an elected role which is generally taken up by the chair/co-ordinator.

Chair / Co-ordinator elected at the AGM
· Chair members meetings &  committee meetings.
· Prepare and issue agendas
· Manage any required changes to the constitution or standard procedures.
· Support Committee members & teams, delegating tasks as necessary.
· Liaise with Green Party Field Officers
· Monitor and manage replies  re office@
· In the event of a complaint against a member, ensure that the process to deal with the complaint is actioned appropriately.

Treasurer elected at the AGM
· Attend Meetings
· Manage finances
· Create budget reports
· Advise on general finances
· Liaise with Fundraising Co-ordinator & Elections Officer
· Sign cheques & approve purchases

Election Agent (EA) elected at the AGM (usually taken up by the treasurer.)
· Ensure campaigns are conducted in accordance with Electoral Law. 
· Oversee campaign budgets 
· Ensure published statements/material as well as verbal statements comply with Electoral Law 
· Liaise with Treasurer, Elections Officer, campaign teams & candidates 
· Sign expenses returns
· Ensure relevant campaign managers/candidates complete & submit nomination forms & expenses returns

 Communications Officer (May be Press Officer and/or Social Media Co-ordinator)
· Attend meetings
· See role description for Press Officer and/or Social Media Co-ordinator








2. Committee roles appointed by the elected officers in discussion with interested parties.


Data Entry Officer
· Input such data as the Party collects re elections
· Act as the expert on Action Network, advising other committee members on its use .
· Take text for emails to members, supporters etc from other committee members and issue the emails using  Action Network
· Generate reports as required from election data.
· Act as the holder of key passwords for LGP systems.

Membership Secretary
· Attend meetings
· Monitor on a weekly basis the joining of new members, supplying them via standard emails with all necessary contact information and a copy of the Safeguarding Protocol.
· Be the primary contact for members/supporters, dealing with membership queries, requests for information.
· Engage members/supporters in local party activities. 
· Ensure all members data changes are sent to the HQ Membership Team
· Always comply with the data protection legislation, especially  GDPR 
· Monitor and manage replies to membership@.

Elections Officer
· Attend meetings, as necessary
· Organise ward & other candidate selection processes, as necessary
· Co-ordinate paperwork for city-wide election candidates
· [bookmark: _Hlk518241475]Assist EA to ensure relevant campaign managers/candidates complete & submit nomination forms & expenses returns
· Liaise with Election Agent, Treasurer, Nominating Officer & candidates 
· Local party contact with LCC Electoral Services
· Liaise with campaign teams
· Manage recruitment and appointment of committee members in line with standard procedures.
· Monitor and manage replies to elections@

Committee Secretary
· Take minutes at all committee meetings, and all members’ meetings where decisions are taken.
· Issue copies of minutes to committee members in a timely fashion for approval at the next equivalent meeting.
· Ensure copies of approved minutes, up to date standard operating procedures, constitutions and other relevant documents are posted in a timely fashion to Green Spaces. Posted minutes should be redacted to remove personal information, GDPR sensitive information and politically sensitive information.

Nominating Officer (usually taken up by the Elections Officer)
· Attend meetings, as necessary
· Liaise with Election Agent & Elections Officer
· Request electoral registers
· Sign candidates’ nomination forms







Press Officer (if not Communications Officer)
· Attend meetings
· Liaise with local & national press, journalists etc.
· Liaise with Chair/s, Social Media Co-ordinator, Print Co-ordinator, councillors, candidates
· Write press releases
· Write newsletter


Social Media Co-ordinator (if not Communications Officer)

· Attend meetings
· Liaise with the Press Officer, councillors etc to prepare and release social media messages on a regular basis.


Print Co-ordinator (non committee role)
· Attend meetings, as necessary
· Use RISO machine in LGP office to produce printed material
· Provide training on the use of the RISO
· Purchase paper & ink stocks
· Liaise with LCR groups RE: use of RISO


Equalities & Diversity Officer
· Attend meetings
· Liaise with relevant Committee officers as necessary
· Champion equalities & diversity in line with GP policy


Trade Union & 3rd Sector Liaison
· Attend meetings
· Provide reports

Youth & Students Liaison
· Attend meetings
· Promote LGP with universities and student bodies
· Liaise with Events Co-ordinator

Liverpool City Region (LCR) Green Party Forum Rep.
· Attend local party & LCR meetings
· Liaise with LCR reps.
· Provide reports

Data Controller.  Monitor and advise committee members and members on GDPR issues (non committee role)
· Liaise with the Committee as necessary.
· Ensure the group complies with GDPR, give regular reminders of responsibilities


Events Officer
Attend meetings, as necessary
· Organise events
· Liaise with Treasurer, Membership Secretary and other Committee members
· Prepare iwritten invitations to meetings for the membership secretary to send out.

Fundraising Organiser
· Attend meetings, as necessary
· Liaise with Treasurer, Membership Secretary, Events Co-ordinator & campaign teams
· Organise fundraising events
· Manage online fundraising

Safeguarding Officer  -non committee role
· Advise committee members in any circumstances where volunteers may be used under 18 years of age
· Work with the chair/co-ordinator in circumstances where a complaint has been made of failure to comply with the protocol.


