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Roles and Responsibilities of Office Bearers and Council Members

Office Bearers are:

Honorary President

Honorary Chair Person

Honorary Secretary

Honorary Treasurer

Honorary Assistant Secretary

Council Members:

Immediate Past President

Office bearers

12 others drawn equally from dermatology, gynaecology, genitourinary medicine and histopathology

A lay representative

A representative of junior doctors

Corporate responsibilities of office-bearers:

· To ensure that the Society achieves its objectives (who sets the objectives)
· To ensure that the committee fulfils its responsibilities

· To advocate for the Society 

· To act in accordance with the Society’s constitution and standing orders.

Role of the Honorary President: 

· Primary role in advocacy for the organisation

· Act as notional non-partisan figure head of the organisation

· Liaise closely with the Chairperson, Secretary, Treasurer, Assistant Secretary or any other relevant member in promoting the organisation

· Provide support in the Chairperson’s primary role as the principal executive office bearer of the organisation

· Contribute in developing agendas for the organisation

· Be aware of the goals of the organisation

· Be aware of the time limits imposed by the organisation’s standing orders and constitution

· Deliver the Presidential address

Role of the Honorary Chair Person 

· To chair Annual General Meeting (AGM) of the Society and Council of the Society and facilitate involvement of all attenders

· To arrange Council meetings and determine agenda in association with other office bearers

· To determine agenda of AGM in association with other office bearers 

· To act as representative or spokesperson of the Society

· To appoint another office bearer or council member to represent Society if needed

· To liase with, and provide briefing for, new council members

Role of the Honorary Treasurer

· To keep accurate records of all financial transactions the Society makes, including collecting and recording all invoices, receipts, petty cash slips, grant awards and any other expenses or income

· To prepare annual accounts for audit and the AGM.

· To report the financial position of the Society to the Council and at the AGM.

· To collect membership subscriptions
· To predict expenditure and income and set a budget for each financial year

· To assist the Honorary Secretary in preparing the annual return to Companies House 

· To manage petty cash and look after and manage the signing of the chequebook. 

· To provide financial support for Grant applications

Role of the Honorary Secretary

· To promote membership

· To provide link with external agencies

· To play an advisory, supportive and executive role in the production of the Society’s academic meetings 
· To participate in the Society’s scientific committee  
· To obtain nominations for office bearers and committee members 
· To prepare the annual report.
· To produce two newsletters each year
· To produce annual return to Companies House in association with the Honorary Treasurer

· To take overall responsibility for legal, health and safety and insurance matters.
Role of the Honorary Assistant Secretary

· To prepare agendas and take minutes of Council meetings and AGM

· To ensure that a quorum is present   

· To take responsibility for acting on decisions made at Council meetings, either directly or by nominating someone to take the lead. 

· To distribute reports or publicity material

· Receive and answer any correspondence

· To maintain all records and correspondence 
· To be responsible for keeping the minute book and minute file indefinitely

· To keep membership list up to date by liasing with Treasurer and Honorary Secretary

· To make arrangements for the AGM in association with the local organiser of the scientific meeting.
Role of Council Members

· To participate fully in the activities of the Society in furtherance of its objectives

· To participate in Council meeting contributing to the development of the Society’s strategy and taking on such roles as are needed to further this strategy

· Minimum of 70% attendance in Council meetings and response to executive communications within 14 days
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