	
	
	



Executive Committee Role Guides
By VP Societies 2024/2025

Congratulations! Being a Society Executive Committee Member (Exec) is one of the most rewarding things you can do whilst at university. To be successful you will have to be dedicated, organised and most importantly of all - really believe in what your Society does. 
The purpose of this guide is to help you get a clear idea about exactly what being a Society Exec involves. It includes:
· Overview of Exec roles
· Key areas of responsibility
· The skills needed to do a good job
· Trouble-shooting common challenges
· What makes a strong Society
· Where to find further support
By undertaking this role, you are enabling your fellow students get the most out of their membership. Simultaneously, you also have the chance to really boost your skills and make a big difference to the student community.   
This is a guide! This not a mandatory rule document, it is a guide for an exec to use to support with the running of your society.
There are three Core Roles on every Executive Committee:
1. President
The President is the figurehead and leader the Society.  Responsible for setting goals and objectives, managing the Exec team, and overseeing all corresponding activity.
2. Welfare 
A Welfare Officer is an approachable figurehead who is there to provide initial support to society members. However, a significant part of their role is ensuring they signpost members to the University’s and SU’s welfare and support services. 
The Welfare Officer also has a responsibility to promote inclusivity and accessibility in their society.

3. Treasurer
It is the Treasurer’s responsibility to handle the finances of the society.  However, they must also have their eye on the bigger picture. They need to know exactly where your finances stand and be able to plan accordingly. Treasurers may be responsible for acquiring funds to support society activities through membership fees, grant applications, acquiring sponsorships or other sources of funding, however, this may sit under another role depending on the Society’s preference. 

Beyond core roles, there are three Core Responsibilities that any executive committee member can take on. Unlike core roles, these can be shared by multiple members, or even held alongside a core role.  You must prioritise these responsibilities being covered, but who takes them on is flexible.

Equality and Diversity
· This means being responsible for equality of access and opportunity within your society, ensuring that spaces and events are equally available for members to come to and participate in, and that their enjoyment and success within these spaces and events are facilitated equally
· It is important to consider how your society is accessible to different groups, including different members of different genders, racial minorities, religions, physical (dis)ability, neurodiversity, age and nationality
Safety
· All events must be safe. For certain events, risk assessments and planning packs will have to be produced to minimise safety concerns. You as an exec will need to write a risk assessment for your society activities in your annual risk assessment within your handover pack each year.
· As an exec you must be mindful of safety and ensure all members are as safe as reasonably possible
· It is important also for exec members to be active bystanders at events in the face of misconduct and unacceptable behaviour to call it out and prevent it when it occurs/has the potential to occur. To better prepare execs for this, make sure at least three from your society have completed the Active Bystander Intervention Course .
Secretarial Duties
· The Secretary is the ‘organiser’ of your Exec and ensures that things run smoothly. 
· They organise meetings, book rooms, record keep and write minutes.
· It is important to ensure any important information that needs to be passed down to future execs are recorded and easily accessible.


A Society can operate successfully with only a President, Welfare and Treasurer. If your aim is to make your Society even stronger you may want to expand your Exec.


Popular additional roles include:
Social Secretary

The key function of a ‘Social Sec’ is to organise well run, fun social events.  Their role is important because socials allow your members to get to know each other better, enjoy themselves more…and ultimately build greater commitment to your Society.

Publicity Officer

Every Society needs publicity – from ball tickets to hoodies.  Having someone focus on doing this effectively is a great way to recruit more members, network with other Societies and create a real buzz around your activities. 

Charity Officer
The Charity Officer is dedicated to managing and developing new and existing fundraising opportunities.  If your Society is serious about raising money for charity, then this role is highly recommended! 

Vice President/Co-President
Not all societies have a Vice President (VP)/Co-President but for some, they’re a valuable addition to your Exec. Many VPs take on secretarial responsibilities and assist with delegating work between Exec members and Co-Presidents can help improve discussing decisions as a team and flatten the Exec structure.


President - Key areas of responsibility

As President, you are responsible for leading the Society and co-ordinating your exec team.  A motivated team is vital to the success of your Society!
You’ll need to provide support, advice and guidance to your members throughout the year.  To do this effectively, you’ll need to be passionate about what your Society does.  It also helps to see the bigger picture and think how you’d like your Society to grow.  Here is a breakdown of your main responsibilities:


Understanding broader picture 


Planning the year is a key aspect of the President role.  This involves being aware of your Society’s key objectives, organising activities accordingly and working within Union policy and procedures.

Specific tasks:

Responding to SU communication
· The President must read and decide who needs to action emails from the Vice President for Societies or the Student Activities team
· All messages contain crucial information that is only sent out to help your Society! 


Attending training/Exec Permissions 
· The President must attend the relevant training and ensure the three core exec members do too! 
· When the new Exec is in place, it is up to the President to ensure that they give their exec online permissions on the SU website. An exec member can only be added permissions if they have membership. If a President does not have exec permissions, they should contact Studentactivities@warwicksu.com 
· For a guide on adding exec permissions: Adding-newly-elected-exec-members-to-the-SU-website.pdf

Scheduling 
· The President must know when major events e.g. balls, large socials and conferences will be held; work with other execs to seek fundraising, sponsorship, equipment, transport and speakers on time.

Reviewing activities & events
· An effective President is always mindful of what works and what needs improving.  You should never keep doing something just because you have always done it.

Providing guidance
· The President is responsible for directing the Exec when they require guidance. 
· Even if you do not have specialism in their area, your role is to listen, be supportive and help identify solutions.


Managing Data
· Remember - all the information that you hold about your members is covered by the Data Protection Act https://www.gov.uk/data-protection/the-data-protection-act 
· You absolutely must not divulge any personal data to external sources - be sure to communicate this to your team!

Organising AGM’s
· This is an important opportunity to provide your Society with a brief end of year report, reflect on the year’s activities and elect the new Exec.  
· You need to ensure you collate all relevant documentation. 
· Importantly, ensure you’re clued up on how to run an election: Democratic Responsibilities and Elections (warwicksu.com).


Disseminate Society news
· Work closely with your Publicity Officer and Social Secretary to share news about upcoming events and activities.


Contacts:
studentactivities@warwicksu.com


Don’t be afraid to ask for advice!  The Student Activities team is always more than happy to provide guidance with society management, event and activity planning, exec issues or membership queries.  If they don’t know the answer we will put you in contact with the right person!


Broader Picture tips

· Schedule regular time with the rest of your Exec to see how they’re doing, how you can support their plans. 
· Work backwards from event dates to identify all tasks and deadlines
· Use a diary so deadlines aren’t missed
· Avoid repeating mistakes - keep track of what works/doesn’t
· Use the AGM to thank your team for their hard-work 
· Prepare a handover for your new Exec to include top tips
· Refer new Execs to the relevant Role Guides!




Scheduling meetings



Meetings are important to running an efficient Society.  They allow for an examination of upcoming events, the generating of new ideas and making important decisions. 


· Try and find a consistent time that works for everyone, consider alternating every 2 weeks to make sure all exec can make one
· In the first meeting setting out expectations from the exec and also from the exec for each other is important e.g. coming to meetings/trainings/socials and how often
· You could also meet exec individually to get to know everyone



Specific tasks:

Creating an agenda
· The President provides main points for discussion - this should include issues that are brought to you by members  
· It is important to ensure the agenda is written up, meeting rooms are booked, members are informed of meetings, minutes are taken down and emailed to everyone afterwards.

Charing meetings 
· Keeping meetings swift by following the agenda, ensuring members participate and that all key points are covered, so that everyone knows their action points.




Chairing meetings 



Chairing Society Exec meetings is normally one of the main President roles.  It is a great way to inspire your team and set the general tone of the meeting. 

Specific tasks:

Focussing the discussion
· Stick to the agenda to ensure that all the relevant points are discussed and important decisions are made
· Your Exec also needs to be given clear action points and deadlines to complete their tasks

Encouraging contribution
· Ensuring all members have the opportunity to voice their opinions is vital to a meetings success 
· It is your job to make sure everyone is involved and able to speak their mind in a safe and supportive atmosphere. No one person should dominate!  
· It is the President’s responsibility to ensure that quieter members have their say. 

Meeting tips 

· Hold meetings at regular intervals
· Book meeting rooms well in advance
· Always have an agenda 
· Allocate a minute taker 
· Find out if anyone needs extra support 
· Socials held after meetings are usually well received!






Delegating tasks 




During meetings the President must make sure all tasks are clearly delegated to a specific person or small team.  This then frees you up to focus on overseeing all Society activities. 

Specific tasks:

Identify who completes tasks
· The President can’t and shouldn’t do everything!  
· Your Execs are on board because of their passion, experience and expertise  
· You have a duty to help your Exec to demonstrate their skills; the main way to do this is through effective delegation of actions during meetings

Following up on actions
· Make sure that delegated tasks are completed on time and that members pull their weight 
· Remember that the buck stops with the President!  You need to manage your team so that they are inspired, clear about their responsibilities and feel empowered

Delegations tips

· Do delegate! You have other exec members to support you as President and the exec is a team so make sure you delegate roles and responsibilities to your exec!
· Set targets with specific dates for things to be completed
· Run through actions after meetings and make sure everyone’s clear about their tasks
· Ask the minute taker to circulate actions promptly after each meeting
· Insist people inform you if tasks can’t be completed, so you can re-delegate




Being a spokesperson or figurehead 



The President is the face of the Society and represents the Society publicly, whenever possible.

Specific tasks:

Attending meetings
· You will be expected to ensure the Society is represented at relevant meetings, this may include with the SU, Warwick Sport or any other relevant external stakeholders.

· You are the first point of contact in internal media relations and must make sure the Publicity Officer is efficiently promoting Society successes via social media, The Boar or RAW  

Communicating regularly with your members 
· It’s important to let your membership know what’s going on!  The success of your Society depends on how well you keep people engaged throughout the year.  
· Work closely with your Publicity Officer and Social Secretary to share news about upcoming events and activities.



Maintaining motivation 




Keeping the team inspired and committed is vital to developing a strong Society. The President has to be aware of morale and take appropriate action.

Specific tasks:

Providing advice/support

· The President needs to be approachable and available to provide support 
· It’s also really important to create an atmosphere where the Exec feel they can speak up when something is going wrong 
· This creates a better team ethic and encourages people to feel valued and motivated for longer

Running team building activities

· Keeping your team motivated can be a difficult job - especially, if your Society is low on members or if people are disheartened for some reason  

· Planning regular team building and exec socials together really helps to build positive team spirit

Rewarding exec members

· Don’t be afraid (or too egotistical!) to provide genuine positive feedback when someone does a good job  


What to put in your handover?

· Key contacts for who the incoming president will need to reach out to. 
· Key deadlines the incoming president needs to be aware of.
· Explanation that a lot of what the President does is learning on the job and dealing with any new opportunities that come up. 
· Outline of term by term tasks and events. 
· Setting up of group chats/modes of communication between execs.
· Set up a Google Drive for all your exec to access and copy over any important documents e.g. constitution/role descriptions/code of conduct
· Any information on any affiliations the society has
· Passwords for any social medias!
· It is a good idea to mention any calendar planning the society does and advise on how the exec manages planning events/activities. 
· Information on welcome week. Any welcome week deadlines, fairs information, , taster sessions.
· Information on where assets/equipment of the society are stored.
· Session times/Space that is used by the Society
· Any recurring issues the Society has faced that the incoming president may experience.
· Information on budgets and expenditure (this can be alongside the treasurer) - thinking about future financial sustainability.
· Social Media handles/other media the society uses 
· Information on holding elections/AGM
· How to ensure the society is inclusive and accessible. 


It is also a good idea to organise an exec handover session with outgoing and incoming exec to discuss any questions incoming exec have.




President – Key skills


Below are the key skills a Society President requires.  Don’t worry if you feel you don’t possess them all!  They can be learnt and developed as you go along.
Skills you may develop: 
· Problem solving
· Communication
· Teamwork
· Organisational Awareness
· Critical Thinking
· Organisation
· Strategic Thinking 
· Delegation
· Decision Making 
· Time Management
· Leadership
· Motivation 

We can also help you learn how to effectively show off the skills you have acquired to future employers!  See ‘How to Show Off Your Skills’ below.



Challenges & how to solve them…



Time management
· Plan meetings, activities and events well in advance
· Write a timeline, delegate and don’t leaving things to the last minute

Balancing degree workload with being President
· Your team may also be experiencing this so try to support each other 
· Propose sharing tasks when someone has a quieter spell and vice versa
· Speak to the SU if you’re struggling! Ultimately, as a student your degree comes first. 
· Diarise your time so you can be better organised 
· If the workload becomes a lot for your exec, it may be good to consider introducing a new exec position to spread out the workload.

· Only taking on what you can handle! Remember this is a voluntary role which you have taken on because you love your society, and you want to see it succeed!

Sustaining commitment throughout the year 
· Encourage ownership by involving your Exec in planning and decision making 
· Hold regular socials 
· Share successes and celebrate individual successes of all exec members.
· Plan meetings focusing on reviewing achievements and flagging up concerns
· Putting out a satisfaction survey to your membership to see what people like/dislike/want to see change/continue.

Committee members aren’t pulling their weight  

· Stop and think: is this personal or professional? Consider your approach and make sure you are understanding to the exec member’s position. There may be a good reason why they are unable to pull their weight.
· Speak to them and ask what they need, do they need support? It may be worth setting them goals that they think they can achieve and setting realistic expectations with them that they can strive for.
· Look at their role description to assess their specific duties 
· Be clear – are they not fulfilling their role or what you expect of them?
· Put yourself in their shoes; think about why they are not fulfilling their role; Personal reasons? Duties too big to be practical for one person?
· Start by having a general chat with your Exec as a whole. How do they all feel their individual roles are going? This gives people the opportunity to air their views or worries without feeling singled out
· If this doesn’t work follow the process below: 


Step 1 – Informal:
Have an informal chat with the Exec member.  Firstly, try to find out how they’re feeling.
Are they ok?  Enjoying the role?  Feeling overwhelmed?  How are they balancing the role/Uni work/personal life?  Tactfully remind them of their responsibilities and ask if they need any support. 

Step 2 – More formal 

Step one not resolved the issue? 

Talk to them again.  Be specific about where improvements are needed.  Devise a clear list of what you expect to be done.  Set a timeframe for each.  Be specific, but reasonable and professional.  Don’t make it personal.  Be sure any objectives you set are ‘SMART’:

Specific 
Measurable
Attainable 
Relevant
Time-bound

Decide a date to review their role and future participation in the Society.

Step 3 - More formal

This stage is all about assessing whether or not the objectives set in Step 2 have been acted upon. Has their performance improved?  Are there any more areas for concern?  If you feel that they have heeded their warning and you can see improvements, carry on as normal.  Continue to monitor the situation. 

If they haven’t improved, then come and talk to the VP Societies for support/advice or if you wish to instigate a more formal procedure.

The rules for vote of no confidence can be found here:
Democratic Responsibilities and Elections (warwicksu.com)


Step 4 – Final step
In the case of an Exec member having to be replaced midterm you are able to co-opt in this case by the Society Exec.  As long there is advertising of the vacant post and all members are allowed to put themselves forward to be co-opted, the exec can vote on who to co-opt into the position. If there are any issues around co-options and voting, contact studentvoice@warwicksu.com

However, if you wanted to amend your constitution or create a new post you would need to call an AGM.


Dealing with Conflict 
As President, you will need to resolve inter-personal issues or Exec disagreements in a professional and impartial manner - even if the person is your best friend/sister/partner!  Before getting involved with any conflict, it’s vital to establish whether the complaint is personal or professional:  

Personal 
Two best friends on the Exec have a serious falling out.  Rather than separate the personal (falling out) from the professional (Exec duties) they start complaining that the other one is not pulling their weight/not behaving appropriately/not making good decisions.

Professional 
One of the committee doesn’t think another member is pulling their weight/behaving appropriately/making good decisions and the frustration surrounding this turns into an argument.

Whichever situation you face, you must act in a considerate and calm manner.  Follow these steps to reach a resolution:

STEP 1:
•Arrange to meet with the person concerned with another member’s behaviour.  Invite along another Exec who is not involved in the dispute.  Minute the meeting to ensure you keep an accurate record of discussions.

• During the meeting ask the person how they want the issue to be resolved.  Let them know you’ll be in touch shortly to confirm whether this is an appropriate resolution.  If in doubt, ask the Societies Officer!  

STEP 2:
•Meet with the person who has made others concerned about their behaviour.  Explain to them the nature of the complaint and ask them for their response.

• Discuss the proposed solutions you’ve decided and see if they agree.  Take their points into consideration. Inform them that there will be a follow up meeting to confirm the decision.  Again, make sure this is minuted.

STEP 3:
• Arrange a meeting with the two people involved.  Discuss the solutions you think are appropriate.  If they are happy, brilliant.  Minute it.  They abide by your solutions and that’s the end of it.

• If they’re not happy, come and speak to the Societies Officer and we will look at what to do next.



Remember if there is accusation or cases of serious misconduct and harassment please signpost the concerned party to Report + Support, Wellbeing and the Advice Centre who can help resolve the situation. Do not run or organise internal investigations. Report and Support will carry out a thorough investigation for you that can be used to take actions. 


Creating a strong Society




There are two main elements to creating a strong Society:

· Your overall aims and reason for being (as outlined within your constitution)

· The steps you take to reach your aims

For example:  A Society must have a solid membership base of students engaged in your unique offer.  To achieve this aim, your Society must provide a range of well-run activities/events.



Strength check-list 



The following are characteristics of a strong Society.  This has been provided to inspire you to be the best you can be.  Any gaps may be indicators of where you could improve and are a good basis for identifying your goals for the year.

See how many apply to your Society right now! 

	1.
	Open and inclusive:

	Is everyone aware of equal opportunities and is open to anyone who wishes to join

	2.
	Unique:

	Offers members something distinctive and sustainable to secure a strong foundation

	3.
	Solid membership base: 
	Of at least 30 members (unless cultural/religious which is 15 members) – so that you’re giving your time to a cause or activity that people want to participate in!  If your membership numbers drop, come and have a chat to us for some tips and guidance

	4.
	Provides a range of well-run  activities/events: 
	Your Society should show variety to members so that you cater for different needs

	5.
	Conducts safe and responsible activities:
	You have to ensure your Society abides by the Warwick Students’ Union Members Code of Conduct (Members-Code-of-Conduct-Sept2024.pdf).


It is a legal requirement that all events and activities are safe and legally compliant - that includes no trading and other ultra vires activity! We can help you comply through training and other support.  

	6.
	Provides value for money: 
	Are you in a good financial position?  Are you able to put on activities that benefit all your members? 

	7.
	Works in cooperation:  
	A strong Society is based on working together to meet common goals

	8.
	Is goal orientated:  
	The team works throughout the year to achieve clear aims and objectives

	9.
	Encourages involvement: 
	Do you actively reach out to members and support them in having a say in how the Society is run and what activities it provides?

	10.
	Is friendly, approachable and professional:
	Whatever activities you undertake you are ambassadors for your Society, the Union and the University!  







Being a President and your CV 

As a President of a Society, you are already fulfilling elements of awards like Warwick Skills Leadership Scheme http://www2.warwick.ac.uk/services/scs/skills/leadership/ 
There is also My Advantage:
myAdvantage Login (warwick.ac.uk) http://www2.warwick.ac.uk/services/scs/skills/awards/advantage/   
This means that by taking on this role you are automatically improving your chances of finding employment after you leave Warwick!  All these programmes are designed to help boost your employability, by helping you reflect on and articulate your experiences of being a Society Exec. For more information visit:  http://www2.warwick.ac.uk/services/scs/skills/


Further support


If you want more information about any aspect of the President’s role, training or advice about any element of running your Society, please do come into the Membership Room (2nd floor of SUHQ) anytime Monday-Friday 8.30am-4.30pm (3pm on a Friday) or email societies@warwicksu.com 
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