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Divisional Roles and Responsibilities

The following are core posts needed to run a Division effectively. Some of them may be shared positions: 
Candidate Support Officer (CSO)
· Offers advice to registered Chartership, Revalidation and Certification candidates by telephone, email or letter, or in person
· Arranges and publicises events relevant to the Framework of Qualifications

· Ensures correct use and application of CILIP Seal of Recognition
· Collects statistics on activities for submission to the Honorary Learning Co-ordinator
· Regularly reports to the Divisional committee on Divisional Framework of Qualifications activities
· Attends annual CSO training day

· Liaises with Honorary Learning Co-ordinator, and CILIP Qualifications and Professional Development Department

Chair

· Ensures the smooth running of the Division, encouraging all divisional committee members to participate in the affairs of the Division
· Chairs Divisional committee meetings

· Chairs Divisional Annual General Meeting 

· Co-ordinates production of the Annual Report and Divisional Action Plan in liaison with the Secretary 

· Ensures that Division is represented at meetings of National Council

· Acts as the main point of contact for inter-divisional co-ordination and co-operation 

Events Co-ordinator 

· Facilitates ideas for events and visits 

· Encourages all committee members to get involved in organising events, and provide support for other event organisers 
· Organises and publicises divisional events, liaising with Website Officer regarding event information 
· Ensures correct use and application of the CILIP Seal of Recognition
· Provides regular event updates and reports to the committee
· Maintains the events log of past events to feed into the Annual Report
· Maintains a reference list of event host/speaker contact details 
· Liaises with Honorary Events Co-ordinator
New Professionals Support Officer (NPSO)
· Acts as the main contact for new professionals in the Divisions

· Organises events relevant to new professional members  
· Promotes CDG events, including the New Professionals Conference, and other events relevant to new professionals within the Division
· Assists with any new professionals issues, providing support and directing queries to colleagues as appropriate
· Act as a contact with library schools within their divisional area
· Promotes and monitors the New Professionals area of CILIP

Communities as a forum for discussion for queries, providing answers   or suggesting alternative sources of information
· Regularly reports to the Divisional committee on Divisional New Professional activities

· Attends annual NPSOs training day
· Liaises with Honorary New Professionals Co-ordinator, and CILIP Membership Support Unit
Newsletter Editor 

· Manages the production and publication of the Divisional newsletter

· Edits and commissions articles and promotes Divisional activities and news
· Regularly reports to the Divisional committee on newsletter related news
· Forwards copy of newsletter to Honorary Editor
· Distributes copies to speakers / visit hosts / contributors etc. as appropriate

· Liaises with CILIP and/or Honorary Editor over deadlines for distribution

Representative at CILIP Branch(es), CILIP in Ireland, CILIP Wales or CILIP Scotland 

· Represents the division at meetings of the local CILIP Branch/Home Nation

· Provides regular reports to the Division on Branch/Home Nation activities

Secretary

· Acts as the main point of contact for the Division, dealing with any correspondence and enquiries about the Group on behalf of the Division

· Circulates communications from National Council to Divisional committee members, and ensures that any actions are acted upon  

· Maintains and updates Divisional archives (electronic and/or hardcopy) 

· Books meeting venues and arranges hospitality

· Drafts meeting agendas and circulates to committee members in advance of meetings 

· Brings copies of additional papers, minutes, etc, as necessary

· Takes minutes at committee meetings and circulates in a timely manner

· Maintains list of committee members’ contact details 

· Maintains Divisional electronic mailing list

· Working with the Chair, produces the Annual Report for the Annual General Meeting 

· Working with the Chair, produces and updates the Divisional Action Plan which establishes the forthcoming year’s targets and activities for the Division  

· Liaises with Honorary National Secretary, providing contact details for the Council directory on an annual basis, and sending updates as and when necessary

Treasurer 

· Manages Divisional accounts & stores all receipts 

· Ensures compliance with the Group's Reserves Policy

· Regularly checks the cash book against bank statements

· Creates and sends invoices to people attending events run by the division

· Collects and, if necessary, chases all payments for events 

· Pays all expenses (costs incurred by running events, travel expenses to divisional committee members, etc)

· Regularly reports to the divisional committee on the state of divisional finances 

· Creates and submits VAT returns to the Honorary National Treasurer (quarterly)
· Prepares the accounts for audit & finds two independent auditors (annual)

· Produces a financial report for the Annual General Meeting
· Liaises with Honorary National Treasurer, submitting the audited accounts after ratification at divisional Annual General Meeting

Vice Chair 

· Deputises for the Chair in their absence

· Provides general assistance to the Chair as requested
Website Officer 

· Co-ordinates, commissions and mounts web content on behalf of the Division on the Divisional web pages

· Liaises with relevant Divisional officers to add new content 

· Regularly reports to the divisional committee on the state of the Divisional web pages
· Liaises with Honorary Website Co-ordinator

Divisions may choose to have a designated National Council Representative or rotate representation amongst committee members. 
National Council Representative

· Represents the views of the Division at National Council, in formulation of Group policy, in discussion of matters referred to Council and in initiating debate on particular matters of concern

· Consults with divisional committee members on matters referred to Council to inform his/her position
· Reports fully in writing to the Divisional committee on discussions and decisions at Council meetings
· Ensures that any work referred to Divisions is completed on time

· Participates, on an individual level, at Council and committee meetings

· Liaises with all other members of National Council
Divisions may also choose to have other roles that support divisional activities; however, to ensure the smooth running of the divisions, the above core posts should be filled before committee members take up other roles. 
Kerry Benstead
Honorary Secretary 
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