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Vice Chair: supports and stands in for the Chair when required. This can be undertaken by 
any member of the committee as a subsidiary role. 
 
 
Club Secretary:  

1. Manages the general administration of the Club, assisting other committee members as 
required.  

2. Arranges, creates and circulates meeting agendas.  
3. Records and publishes the minutes of committee meetings and the annual general 

meeting.  
4. Maintains Club records.   
5. Undertakes other correspondence not covered by other committee members and 

according to need. 
6. Manages the booking of and the relationship with a suitable venue for Club meetings. 

 

Programme Secretary: 

The main responsibilities of the Programme Secretary are:  

1. In conjunction with the Committee to plan a varied and balanced programme to meet 
the needs of the membership, in line with any agreed budget for judge and guest 
speaker expenses  

2. To identify and appoint appropriate speakers/presenters in good time for the next 
season. 

3. To liaise with the Competition Secretaries to ensure that all Club competitions, 
including judges and closing dates are included within the programme 

4. To identify and appoint judges, in liaison with the Competition Secretary(ies) 
5. To communicate relevant details to the Programme Host, Tech Team Leader, Treasurer, 

Club Secretary, Chairman and Vice Chairman. 
6. To provide a draft programme for inclusion in the Handbook and on the Club website 

before the new season begins 

7. To encourage members to suggest topics of interest and speakers/events 

8. To pass to the Programme Host full details of the completed programme for the coming  

season 

Programme Host: 

Role introduced in 2021, to manage the current season’s programme, thus enabling the 
Programme Secretary to concentrate on the creation of the following season’s programme. 

The main responsibilities of the Programme Host are:  

1. To receive from the Programme Secretary all details of the completed programme for 
the coming season 

2. To be the main point of contact for booked speakers, to confirm attendance and to 
establish their requirements at least 2 weeks before their visit, so that their needs can 
be addressed 



Role profiles – information for members for ujp-coming season 2026/27 

- 2 - 
 

3. To liaise with the Treasurer to ensure that the speakers’ and judges’ fees are agreed and 
noted prior to attendance, together with their bank details to enable payment to them. 

4. To liaise with the Tech Team regarding the technical requirements of visiting speakers 
5. To ensure that visiting  speakers and judges are welcomed to the Club and hosted, 

including arranging accommodation and meals where required 
6. To arrange and co-ordinate Club members’ evenings, including practical evenings 
7. To liaise with the Web Manager to ensure that the programme on the website is current 

and complete  

8. To inform the membership of changes in the programme and provide programme 
details, as and when requested 

9. To ensure that contingency plans for the programme are in place in case of speaker 
sickness etc 

Currently, the Club Secretary is also the Programme Host. 
 

 

WCPF Representative:  
 
Acts as the main contact and liaises between the Club and the Western Counties Photographic 
Federation. Attends WCPF Council and AGM meetings on behalf of the Club.  Reports back to 
the committee on WCPF activities and represents the Club to the WCPF. WCPF publications 
are received direct by the Members’ Secretary for circulation as required. This can be 
undertaken by any member of the committee as a subsidiary role. 
 
 

 

Webmaster 
 
Manages the overall quality and content of the club website.   
Maintains all web pages and links on the site 
Creates members’ galleries and competitions galleries 
Uses the website to promote the club 
Creates new web pages as needed 
Weeds-out any out-of-date information, comp galleries, links, etc (necessary as the web host 
provides finite storage space 
Arranges a back-up strategy (current back-ups are auto-loaded into a secret folder on the 
webmaster’s personal website) 
 
In 2024-26, the Chair has performed this role, along with that of Members’ Secretary 
 
 
Members’ Secretary 
 
Maintains and monitors the list of members. Acts as a focal point for members to raise matters 
of concern or suggestions, then transmits these to the committee for discussion and resolution 
at committee meetings. Provides feedback to the individual members on the outcome of points 
they have raised.  
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Circulates “all member” emails to the membership on own behalf, or on behalf of other 
committee members. 
Works in conjunction with the Treasurer to process new and renewing member subscriptions. 
Creates Zoom meetings and advises joining details for them to attendees/members. In 2024-
26, the Chair has performed this role, along with that of Webmaster 
 
 
 
External Competition Secretary 
 
See document “External Competition Secretary – Role & Guidance” 

 

 

Publicity Secretary – redundant post 

We have previously also had a committee position of Publicity Secretary: this role has become 
redundant, mainly due to the lack of engagement by the local press.  

The distribution of flyers etc can be dealt with by either the whole membership or a select 
number of volunteers, as an when required. Most publicity is obtained via the website and 
Facebook pages. It is hoped that all members can promote the club on a day to day basis. 


