Committee Member

Aim

To assist in realising the goals and objectives of the Group as laid out in the ISG Business Plan

Role

As member of ISG Committee:

To assist in the realising of the group’s goals and objectives by:


· Regularly attending committee meetings and important related meetings 

· Making a serious commitment to participate actively in committee work.

· Staying informed about committee matters, preparing for meetings, and reviewing and commenting on minutes and reports

· Undertaking specific Committee roles or functions 

· Volunteering for membership of working groups or sub-committees, or undertaking projects.  Ensuring that any work undertaken is relevant and completed in a timely manner

· Consulting with members and / or Section Committees (if Sectional representative) to gather information on views, issues 

· When requested, contributing to responses to policy documents, consultation exercises, etc. from CILIP  and elsewhere

· Actively participating in the planning and implementation of the Group’s short and long-term goals

· Being pro-active in bringing relevant issues to the attention of the Committee

· Supporting the group’s events and activities

· Representing ISG on a designated body or in a specified role or activity

· Promoting ISG and its activities to members, potential members and outside audiences

Commitment

An average commitment is likely to be:

ISG National Committee - meets 3 times a year

Other (e.g. preparation for meetings, other meetings, contact with CILIP) – 3-5 days

Travel and subsistence expenses are paid

Secretary

The Aim

To help ensure the good governance of Information Services Group particularly in regard to the management and administration of the Group

The Role

The Honorary Secretary has three roles: as Member of the ISG Committee; as one of ISG’s Honorary Officers; and as Honorary Secretary. 

As Honorary Secretary of ISG:

To ensure the effective management and administration of ISG by:

· Organising meetings e.g. arranging dates, booking rooms, providing refreshments 

· In consultation with the Chair, preparing agendas and papers for meetings and circulating these in good time 

· Receiving items of correspondence as appropriate before the meeting and making these known at the meeting

· Ensuring that correct minutes are taken and distributed promptly  

· Being sufficiently familiar with CILIP procedures, regulations, etc. to note applicability during meetings 

· Maintaining a correspondence file and copies of previous years minutes, annual accounts, reports and returns

· Organising and depositing ISG archives as necessary

· Keeping an up-to-date minutes file 

· In between Committee meetings, distributing to Committee members any relevant communications received from CILIP, CILIP Groups, etc.

· Co-ordinating ISG’s responses to documents from CILIP or any relevant working parties, etc.

· Communicating with the secretaries of ISG Sections as appropriate


· Ensuring that contact details (name, address, telephone, fax, email) of each Committee member are kept both for updating the ISG website and for the circulation of appropriate material

· Notifying CILIP of any changes in Honorary Officers, etc.

· Organising the AGM and any EGM and ensuring that all meetings are conducted in line with CILIP procedures, regulations, etc.

· Preparing the Annual Report in accordance with CILIP requirements

· Taking minutes at the AGM and any EGM

· Maintaining the schedule, preparing all materials, mailings, tabulation, and communication by email or letter, for the annual election process.

· Making returns to CILIP as required (usually annually) 

· Ensuring all stationery, including cheques, invoices and note paper shows the name, registered address and charity registration number 


As Honorary Officer:

Playing an active role in the formulation of ISG policy

Playing a role in promoting ISG and its activities to members, potential members and outside audiences

Providing advice to CILIP staff, Councillors and others on matters to do with ISG as appropriate

Commitment

An average commitment is likely to be:

ISG National Committee - meets 3 times a year

Other (e.g. preparation for meetings, other meetings, contact with CILIP) – 7 -10 days

Attendance at ISG’s Annual General Meeting – once a year

Travel and subsistence expenses are paid

Other direct expenses incurred (postage, printing, etc.) are paid

Chair

The Aim

To help ensure the good governance of ISG; manage ISG National Committee; and play a leading role in promotion and influence of ISG 

The Role

The Chair has three roles: as a Member of ISG Committee; as one of ISG’s Honorary Officers; and as the Chair of  ISG. 
As Chair of ISG:

To ensure the effectiveness of ISG by:

· Playing an active role in formulation of policy and sense of direction for the Group

· Advocating the concerns and views of ISG where appropriate

· Preparing for meetings and setting the agenda in conjunction with ISG Secretary

· Chairing meetings of ISG National Committee

· Working with ISG Committee members ensuring that they have the knowledge and skills necessary to deliver the programme agreed upon

· Monitoring the implementation of decisions of the ISG National Committee

· Acting in conjunction with the ISG Secretary as a key bridging point between CILIP staff and ISG members

· In consultation with other Committee members, appointing the chairs and / or members of sub-committees, working groups, etc.

· Serving ex officio as a member of sub-committees, working groups, etc  and attending their meetings when invited.

· Managing ISG’s responses to documents from CILIP or any relevant working party, etc.


As Honorary Officer:

Playing a leading role in promoting ISG and its activities to members, potential members and outside audiences


Acting as a key contact and engaging in advocacy and representative activities on behalf of ISG  

Providing advice to and liaising with CILIP staff, Councillors and others on matters to do with ISG

Liaising with other Honorary Officers and ISG Regional Officers in the development of ISG activities and in the running of the Group

Commitment

An average commitment is likely to be:

National Committee  - meets 3 times pa

Other (e.g. preparation for meetings, other meetings, contact with CILIP) – 5 - 7 days pa

Attendance at ISG’s Annual General Meeting – once a year

Travel and subsistence expenses are paid

Other direct expenses incurred (postage, printing, etc.) are paid

Committee Minutes Secretary

The Aim

To help ensure the good governance of ISG by producing timely and accurate minutes of ISG Committee meetings 

The Role

The Committee Minutes Secretary has two roles: as a Member of ISG Committee; and as the Committee Minutes Secretary

As Committee Minutes Secretary of ISG 

To ensure the effectiveness of ISG by:

· Noting apologies from all those not able to attend and reporting this at the meeting

· Noting names of those Committee members attending the meeting

· Taking Minutes at the meeting, writing these up, checking with the Chair and Secretary for any errors or omissions 

· Obtaining written reports from Sections, working parties, sub-committees, etc. and incorporating these as appropriate into the minutes 

· Circulating minutes, preferably by email, to all other Committee members no later than three weeks after the meeting

Commitment 

An average commitment is likely to be:

National Committee - meets 3 times pa

Production and distribution of minutes – 3 days pa

Travel and subsistence expenses are paid

Treasurer

The Aim

To help ensure the good governance of Information Services Group particularly in regard to financial management.

The Role

The Honorary Treasurer has three roles: As Member of the ISG Committee; as one of ISG’s Honorary Officers; and as Honorary Treasurer. 

As Honorary Treasurer

· Guiding and advising ISG Committees # in the approval of budgets, accounts and financial statements, within a relevant financial policy framework

· Keeping ISG Committee #  informed about its financial duties and responsibilities

· Advising on the financial implications of all policies, plans, etc. 

· Producing timely and accurate financial reports which present the information in an appropriate format.

· Ensuring that ISG’s financial resources meet its present and future needs and that there are appropriate reserves 

· Understanding CILIP’s accounting procedures and key internal controls 

· Ensuring the accounts are properly audited and that accepted recommendations of the auditors are implemented.

· Meeting the independent examiners at least once a year.

· Formally presenting the accounts at the annual general meeting, drawing attention to important points, either in a written report or orally

· Responding to requests for information from CILIP officers and staff

· Providing quarterly VAT returns for CILIP and supporting sections and sub-groups in financial accounting procedures

# Covers ISG National Committee, Section Committees, SCOBI, SCOOP and other Working Parties, Panel, etc. as and when established
As Honorary Officer:

· Playing an active role in the formulation of ISG policy

· Playing a role in promoting ISG and its activities to members, potential members and outside audiences

· Providing advice to CILIP staff, Councillors and others on matters to do with ISG as appropriate

Commitment:

ISG National Committee - meets 3 times a year

Attendance at ISG’s Annual General Meeting – once a year

The Honorary Treasurer is expected to deal with matters between meetings by email, telephone, post or occasional meetings – 7 – 10 days 

Travel and subsistence expenses are paid

Other direct expenses incurred (postage, printing, etc.) are paid

 Publications Officer

Situation

ISG maintains a range of published titles. Most of these are now produced on a print on demand basis using standard duplex printers and the ISG purchased binding machine. Stock management is no longer a function except for older titles of which there is still a print stock.

Sales and printing of on demand items, and distribution of REFER are managed by the Sales Agent although these functions have been combined for the last few years.

Aim

To establish a viable publishing policy

To enable potential authors and editors to contribute to group publications

To coordinate publishing activities of the group

To oversee publishing activities of the group

Duties

Attend and / or report to every Committee meeting of the Group

Produce an annual report outlining activities and achievements during the year

Liaise with, and coordinate the activities of, the Sales Agent, REFER Editor, REFER Advertising manager

Liaise with ISG Web Editor

Identify, in conjunction with ISG committee and group members, potential publishing opportunities, including proceedings of seminars and conferences

Take steps to identify authors and editors, coordinating their work to get titles to publication

Take steps to ensure regular publications are updated in a timely manner

Coordinate with Editors and authors in / on the production of individual titles

See titles through production stages whether this is preparation for printer or for print on demand (managed either by Publications Officer or by Sales Agent.

Establish and maintain the ISBN and ISSN register and registration of publications

Maintain the REFER entries in various databases and Brad

Maintain the Style manual for ISG authors and editors

Maintain the list of group publications

Ensure the list, manual and other publications as appropriate are sent to the web editor for the ISG web pages

Commitment

An average commitment is likely to be:

ISG National Committee – meets 3 times a year

Other – 5 – 7 days 

Sales Agent

Situation

ISG maintains a range of published titles. Most of these are now produced on a print on demand basis using standard duplex printers and the ISG purchased binding machine. Stock management is no longer a function except for older titles of which there is still a print stock.

Sales and printing of on demand items, and distribution of REFER are managed by the Sales Agent although these functions have been combined for the last few years.

Aim

To administer the sales of ISG publications 

To administer the sales and subscriptions to REFER
To administer the Associate memberships

To assist the Publications Officer

Duties

Report to Publications Officer before every Committee meeting of the Group in time for the PO to prepare their report, usually this would be required by mid February, early June, early October.

Produce annual summary lists of: 

· titles sold 

· subscriptions to REFER 

· Associate members.

Receive and fulfil all orders for publications, accompanied by invoices

Prepare statements where necessary on unpaid invoices

According to agreed arrangements with the Hon Treasurer, either manage the finances of the Publications activities, or: 

· deposit income in the designated bank account

· submit regular expenses claims (paper, stamps etc)

· prepare quarterly statements of income by category, showing VAT, indicating expenses (due and paid) and estimating commission due to Sales Agent (20% on publications and REFER subscriptions)

Invoice subscriptions for REFER annually in November. All subscriptions are on an annual Jan – Dec basis.

Maintain the mailing list for free copies, legal deposit copies and subscriptions to REFER
Send out copies of REFER to subscribers three times a year, February, June and October

Return all claims for copies of REFER by virtue of CILIP membership to the Membership Dept at Rid mount St

Manage the invoicing and payment of Associate members of ISG, ensuring they receive REFER as subscribers and maintaining a register to enable management of discounts for publications and seminars (national and regional). All subscriptions are on an annual Jan – Dec basis.

Notify regions of their Associate members, supplying contact information annually

Liaise with Publications Officer to ensure publications received are correctly formatted and suitable for the print on demand process

Manage print on demand for titles as orders are received

Assist Publications Officer to maintain the REFER entries in various databases and Brad

Assist Publications Officer to maintain the list of group publications

Assist Publications Officer to ensure the list, manual and other publications as appropriate are sent to the web editor for the ISG web pages

Commitment

An average commitment is likely to be:

ISG National Committee – as required (Committee meets 3 times a year)

Other – 5 – 7 days 

 REFER Advertising Manager

Situation

ISG journal REFER is subsidised by revenue for two types of advertising:

· sales of advertisements, half page, full page or double page spreads

· sale of inserts into issue of REFER
Aim

To maintain a viable income for REFER
To locate and negotiate with potential advertisers

To administer sales and income efficiently

Duties

To locate and negotiate with potential advertisers maintaining a ratio of no more than 6 pages of Ads per issue and no more than 2 inserts in any one issue

To liaise with both REFER Editor (who needs to know what inserts to Refer to and what space to allow when planning each issue, and who notifies the distributors what inserts to expect) 

To inform REFER editor of adverts, their sizes, originators and inserts before the final press date of each issue (3 times a year in January May and September.

To liaise with Publications Officer who needs to be aware of potential revenue

To report to REFER editor / Publications Officer before every Committee meeting of the Group usually this would be required by mid February, early June, early October.

To liaise with Hon Treasurer to provide data for invoicing of advertisers – agree whether Sales Agent of Hon Treasurer provides this function which includes issue of 2 voucher copies to each advertiser.

Commitment

An average commitment is likely to be:

3- 5 days a year.   Not required to attend ISG National Committee meetings

 Seminar Secretary

Situation

ISG offers its members at least one seminar / conference per annum. In CILIPO Umbrella years this may be a part of the main conference offering, a pre or post conference offering or a completely separate seminar.

ISG regions manage their own seminar programmes independently

Aim

To maintain a national seminar programme for ISG members

To coordinate and manage that programme

To contribute to self financing of ISG activities

Duties

To report to each Committee meeting on activities past present and future

To identify seminar opportunities

To establish a seminar committee for each opportunity if appropriate

Establish a Chairman for the day for each seminar – this may be you or the Chairman of ISG, but may be someone with particular expertise in the field.

For each opportunity identified to either work with the committee above or work alone to:

· identify a venue and date

· identify speakers and coordinate a suitable programme

· prepare a programme – and agree with speakers and others as appropriate

· arrange printing and web presentation of programme

· Prepare PR and any other promotional material appropriate

· distribute programme 

· to web editor for the ISG website

· to Refer Editor or REFER distributors for inclusion in mailing

· to all committee members in web format for inclusion in local mailings, email lists and other sources of advertising (free)

· to CILIP Information Centre for their display points

· to any other appropriate organisation where publicity may be achieved

· to speakers who may be able to contribute to publicity

Manage applications for the seminar including invoicing and sending of joining information to all applicants. Answer enquiries as necessary.

Maintain liaison with the Chairman for the day

Keep in touch; with venue and speakers to arrange administration of the day including the preparation of:

· speaker’s presentations in PowerPoint or other format

· presentation packs for attendees including programme of the day with timings, speakers’ presentations or notes handouts, fire information, list of participants, advertising material for ISG, copy of REFER if relevant and available, list of ISG publications if possible. In the case of SCOOP the notes entitled What is SCOOP
· any other promotional materials requested by speakers (e.g. some companies making presentations will add leaflets on their activities

· badges for participants if appropriate

· CPD certificates to be handed out after the event to those still present

· Tidy up and leave venue as appropriate

On the day attend to the following:

· layout of the room, projector, induction loop and microphones, water for speakers etc

· arrangements for coffee, lunch and tea if appropriate

· arrangements for you or the Chairman to meet and discuss their presentations with speakers

· arrange the registration desk in the entry

· any needs of participants

· recording of sessions if proceedings are to be issued, or may be required as well as liaison with REFER to ensure there is a report of the event available to the Editor

After the event ensure all bills are forwarded to Hon Treasurer for payment and prepare a profit and loss statement when all payment have been received. On compilation of this organiser is usually entitled to claim 20% of any excess of income over expenditure after payments have been made – this will usually be at least 5-6 months after the event.

After the event deal with any latent issues and liaise with speakers and web editor if anything is to be issued to the ISG website.

Send statements for any outstanding payments.

Assist regional seminars secretaries with establishing and planning a seminar programme.

Future might also include the liaison with Regional groups of ISG to identify possible activities which might be coordinated for different regions to produce with the aid of the central Seminars Secretary.

Commitment

An average commitment is likely to be:

ISG National Committee – meets 3 times a year

Other – 10 days a year, but dependent on number of seminars





Web Editor

The Aim

To create and maintain the ISG Website, through the CILIP management system, and ensure that reports, committee minutes, meeting dates etc are updated regularly.  To provide information on the regional Branches with contact details of membership.
The Role

The Web Editor is a member of the ISG Committee, and can also be nominated to any of the sub-groups established by that committee. 

Training
CILIP IT provide the initial training in use of the Web space provided,  and this involves up to 3 sessions covering basic updating to the more advanced use of Web 2.0 facilities, e.g. Web Forum, blogging, inserting images etc.

Documentation
To receive items of correspondence from various ISG members as appropriate, before and after each Committee meeting and loading these items onto the web pages as soon as possible.
· Maintaining an archive of previous years minutes, annual accounts, reports etc
· Organising the ISG archives as necessary on the web pages
· Ensuring that contact details (name, address, telephone, fax, email) of each Committee member are kept updated on the ISG website 

Commitment

An average commitment is likely to be:

ISG National Committee - meets 3 times a year

Other (e.g. preparation of items for Website, training, other meetings, contact with CILIP) – 7 -10 days

Attendance at ISG’s Annual General Meeting – once a year

Travel and subsistence expenses are paid

Other direct expenses incurred (postage, printing, etc.) are paid where applicable
Editor of Refer

Aim

To publish a journal containing articles, reports, news and information relevant to reference and information services and the work of ISG and its standing committees and sections.

The Role

Refer is the journal of the ISG and is published three times a year. It is currently published in hard copy only, though PDFs of past issues will shortly be added to the ISG website. It carries articles, meeting reports, reviews, regular columns, news items and details of events.

The Editor has overall responsibility for all aspects of the preparation, publishing and circulation of Refer. The Editor has editorial freedom to decide the content of Refer, subject only to relevant legislation. The Editor is an ex officio member of the ISG National Committee.

Responsibilities

· To plan each issue of Refer and seek to obtain contributions

· To liaise with contributors to ensure that articles, reports and other content are submitted

· To ensure that issues of Refer are produced and circulated on schedule

· To supervise the preparation of each issue for publication, including origination, copy editing, and integration of contributions into a single electronic file, together with copy for adverts

· To liaise with printers, including negotiating costs, specifying style and typographic design, dealing with proofs, timescale for submission of copy and completion of printing, number of copies printed and delivery addresses

· To liaise with the Advertising Manager concerning advertising rates and details of any adverts and inserts

· To liaise with the ISG Publications Officer on publishing policy (including whether items should be separate publications or reports in Refer)

· To liaise with CILIP Membership department for current membership figures, provision of address labels and dates for delivery of Refer to the mailing service

· To liaise with the ISG Sales Agent to ensure provision of copies for subscribers, associate members of ISG, legal deposit libraries, advertisers, relevant databases covering library and information topics and CILIP

· To liaise with the Hon. Treasurer concerning Refer costs, revenue and invoices

· To maintain an archive of paper and electronic versions of each issue

Commitment

The typical commitment is likely to be:

Planning, preparation, publication and circulation of Refer – 15-18 days a year

ISG National Committee – meets 3 times a year

Travel and subsistence expenses are paid.  

Other direct expenses incurred (including postage, stationery, assistance with preparation and copy editing of issues, etc.) are paid

The Editor receives an honorarium for each issue produced (since 2005)
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