CCWA – Event Organiser Duties


The Event Organiser has the following duties:

(a) planning events as set out in the Associations event calendar;
· report to the Committee on upcoming events

· propose new ideas for new events

(b) preparing event budget (including pricing) and obtaining approval by the Committee;
· pre event approval submitted to Committee two months in advance of event

(c) arranging the procurement of all required materials, resources and volunteers required for the event;
(d) arranging venues required for events;
· provide Committee feedback and following month’s newsletter to venue

· prepare a review of the venue for future reference

(e) ensuring details of events are provided in a timely manner to Communications Officer;
· arrange photographer

· consolidate and save event photos
(f) tracking all RSVPs for events;

(g) ensuring entry fees are collected prior to or at the event;

(h) capturing feedback from members on areas for improvement;
(i) preparing an event summary for review by the Committee;
· post event review submitted to Committee one month after the event

(j) carrying out any other duty given to the secretary under these rules or by the committee.

· assist in finding donations for raffle prizes.
