
BRISBANE UKULELE MUSICIANS SOCIETY INCORPORATED — MANAGEMENT COMMITTEE ROLES & RESPONSIBILITIES  

President and Vice-President  

1. Chair management committee meetings, and subcommittee meeting until a subcommittee chair is chosen.  

2. Schedule at least 4 management committee meetings per calendar year.  

3. Liaise with the Secretary to formulate meeting agendas.   

4. Regularly review website content.  

5. Approve the society’s publications and material published on the society’s websites and Facebook sites.  

6. Liaise with executive members regarding decisions involving expenditure of funds.  

7. When possible, attend functions where members are performing.  

8. Visit community band practices and BUMS Jams to encourage performing members and to liaise with leaders.  

9. Plan workshops and concerts for member development in consultation with the committee.  

10. Liaise with representatives of other ukulele organisations.  

 

Secretary and Assistant Secretary  

1. Maintain the membership records. Prepare lists of new members for approval at management committee meetings.  

2. Prepare and file correspondence including that related to Change of Office Bearers (templates and forms provided).  

3. Prepare meeting agenda and minutes (templates available) in consultation with the President.  

4. Maintain historical records for the Society.  

5. In consultation with the Treasurer, submit the Office of Fair Trading Annual Return with the end of financial year reports.  

6. Attend Management Committee meetings.   

 

Treasurer and Assistant Treasurer  

  1.   Liaise with venues regarding invoicing arrangements.  

  2.   Liaise with clients regarding performance agreements.  

  3.   From time to time, renegotiate insurance.  

  4.   Negotiate with APRA regarding fees for concerts.  

  5.   Obtain quotes and pay invoices.  

  6.   Attend specified jams to process membership payments.  

  7.   Maintain the financial members list for jam sign-in sheets and the financial members mailing list in Mail Chimp.  

  8.   Print membership cards and provide them to jam coordinators. Ask members to specify the jam to collect their cards.  

  9.   Receipt and deposit incoming funds.  

10.  Maintain financial records, prepare end of financial year reports, and organise the annual audit.  

11.  Provide membership forms to the Secretary.  

12.  In consultation with the Secretary, maintain the Membership pages of the Society’s website.  

13.  Attend Management Committee meetings.  

 

Gigmeister (The duties of the Gigmeister are detailed in the draft Performing Members Guidelines.)  

 1.   Provide performing members with the draft Performing Members Guidelines.  

2. Respond to requests for performers.  

3. Coordinate finding performers to fulfil requests.  

4. Maintain the Performing Members web page of the Society’s website.  

5. Determine the level of client satisfaction with performances.  

6. Attend Management Committee meetings.  

 

Properties Manager  

1. Provide advice on purchases of audio visual and or IT equipment.  

2. In consultation with the Treasurer, maintain the assets register, including the location of items of equipment.  

3. Organise the annual electrical test and tag.  

4. Liaise with the Treasurer to make purchases, and update insurance if necessary.  

5. Label new acquisitions.  

6. Make and document storage arrangements in the assets register.  

7. Attend Management Committee meetings.  

 

Media Manager  

1.       Maintain the society’s social media - Facebook, Twitter and YouTube.  

2.       Promote the society’s activities with posts on the Society’s website and social media accounts.  



3.       Prepare a monthly newsletter in consultation with President, Secretary, Gigmeister, and Treasurer.  

4.       In consultation with the President, prepare media releases about the Society’s activities.  

5.       Photograph or organise photographers for the society’s activities. Prepare and post to social media and website. 

6.       Liaise with the President, IT Officer and the website host to maintain the Society’s websites.  

7.       Attend Management Committee meetings.  

8.     Report to the management committee.  

A familiarity with social media accounts (particularly Facebook) and the acceptance that the media manager is required to receive 

notifications from the Society's social media accounts is required. 
 

IT Officer  

1. Review IT requirements and provide advice on IT related purchases and use of on- and offline applications.  

2. Manage IT equipment including hardware maintenance and software updates, and keep a software licence register.  

3. Liaise with website host, manage the organisation’s websites, and ensure currency of domain registrations.  

4. Manage online applications and storage solutions, e.g. Google Docs, Dropbox, BUMS Inc and SPRUKE email addresses, Bums 

Online Bazaar, Trybooking, PayPal and Dropbox, and keep a register of online account logins and passwords for email accounts.  

5. Attend Management Committee meetings.  

  

Events Manager 

1. Attend BUMS Inc management committee meetings 

2 .Suggest BUMS Inc involvement in community events to the management committee, e.g. Brisbane on Parade 2014 & Valentine’s 
Day World Record Attempt 2015 

3. Check out and cost possible event venues. 

4. Propose concerts and workshops and other events (outside our regular jams) for BUMS Inc members to the management 
committee. 

5. Liaise between performers, presenters, management committee and media manager to organize and publicise events. 

6. Coordinate events and event volunteers. 

7. Report to the management committee about events run. 

The Events Manager will collaborate closely with the Media Manager and the Gigmeister.  This is also an excellent opportunity for a 
someone who is working towards a career in Event Management and offer them some real-world experience...good on a CV!  
 

Festival Director  

1. To lead the organising sub-committee of SPRUKE with the aims and purposes of running the Ukulele Festival Bi-Annually  

2. To report back to the Management Committee to give updates of the progress and to seek approval for funding and direction of 

the festival.  

3. Delegates roles and responsibilities for the festival committee.  

4. To oversee the Provision of the SPRUKE Festival from its conception to realisation.  

5. Attend Management Committee meetings. 

 


