	
	
	



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.




HOW TO…. BE A TREASURER!

Treasurer - Key areas of responsibility
The trustees of Warwick Students’ Union are responsible for ensuring that the Union’s money and resources are used legally to benefit student members. The financial regulations put in place not only ensure money is spent well, but also ensure that Sabbatical Officers, as elected trustees of the Union, can prove it is spent appropriately.
Societies are an essential part of the student experience at Warwick and are part of the Students’ Union. As a result, Society finances are subject to the same regulations and procedures to make sure that:
· Money is spent correctly

· Transactions are recorded accurately 

· Society money is spent to benefit their members
 
This ensures transparency and accountability to the membership of both your Society and the Students’ Union as a whole.  As Treasurer on the Exec, you have the same responsibility to the members of your society.  You are responsible for running your Society’s accounts including:

· Signing all forms for payments, money requests and orders

· Keeping your Executive Committee informed of your Society's financial position

· Budgeting for this year and next 

· Ensuring your Society does not get into debt

· Making sure all purchases adhere to Union regulations Guidelines & Rules

Here is a breakdown of what your main responsibilities will involve:


Understanding broader picture 


Helping the President to plan the year is another key aspect of the role.  This involves being aware of your Society’s key objectives, organising activities accordingly and working within Union policy and procedures.  This includes understanding the Students’ Union financial system.

Specific tasks:

Reviewing activities & events

· An effective Treasurer is always mindful of what works and what needs improving, especially in terms of generating income
 
· You should never keep doing something just because you have always done it  


Undertaking relevant training

· As Treasurer you are responsible for ensuring that your society manages its money legally 

· This means you have to be aware of and abide by Warwick Students’ Union financial procedures

· It is also compulsory to attend any specific trainings for Treasurers the SU offers

Scheduling 

· The Treasurer must know when major events e.g. balls, large socials and conferences will be held; working with President and Secretary to seek fundraising, sponsorship, equipment, transport and speakers on time and on budget.

· Understand that the Union processes the invoices for all 250+ societies, 70 sports clubs and all its outlets.  Be organised and don’t leave things to the last minute! 

Record keeping 
· Be sure to keep financial records and spreadsheets for future society use.  You may be asked to present financial reports at your AGM

· Don’t forget to also pass on good contacts like sponsors and money management tips!  

TOP TIP!  Don’t be afraid to ask for advice!  The Student Activities teams are always more than happy to provide guidance with society management, event and activity planning, committee issues or membership queries.  The Finance office is also there to assist you.  If we don’t know the answer we will happily put you in contact with the right person!


Writing budgets 


Budgeting aids planning and ensures transparency regarding how your money is being spent.  All organisations have to budget for the year and we ask Societies to do the same. It is also professional good practice and a way to increase your employability skills.  As Treasurer you will be responsible for writing your Society’s annual and events budgets. 

Specific tasks:

Completing yearly budgets and Grant applications
· Your annual grant applications are completed in the handover packs.  For socs, this is application based.

· The treasurer should create a budget for the upcoming year, considering the events and anticipated expenses. 

· Your finance web username and password is available from your Societies Co-ordinator but should be also within your handover from your previous executive team. 

· For events, you need to complete the financial section within an Event Planning Pack if spending money: General Events


Managing Society accounts


Keeping track of all income/expenditure is key to the Treasurers role. 

Specific tasks:
· You can get access to your Society accounts and get an instant balance via the finance webpage on the Societies homepage https://finance.warwicksu.com/students/login.aspx

· It is best practice to make sure you keep a separate and UP-TO-DATE record of all transactions going in and out of your account. 

· The Treasurer must be involved with setting, approving and signing off all Society budgets events and expenditure. This is a huge responsibility, as you are then personally liable.


Society accounts – The basics

Each Society has one account, but multiple cost codes for each budget heading:

9851	A56	X01	: X - Membership Fees
2831	A56	X01	: X - Event & Social Tickets
5862	A56	X01	: X - Society Donations
7871	A56	X01	: X - Admin Costs
1824	A56	X01	: X - Transport Costs
SA2
The SU finance office can assist you if you require additional codes for your areas of activity.


KEY CONSIDERATIONS:

· NO EXTERNAL BANK ACCOUNTS: Every Society is part of the Students’ Union and as such is not permitted to have any bank accounts outside of the Students’ Union for any reason.
· NO OTHER ACCOUNTS
· NO DEBTS ALLOWED: You must never go into deficit on either of your accounts.  Unauthorised deficit will result in the Society account being frozen. If you think temporary debt is the only solution to future surplus, speak to the Societies Officer immediately.

· OBSERVE DATA PROTECTION: You are dealing with sensitive financial data, so please use discretion when using the account, particularly with usernames and passwords!



Spending Society Money 



Only Presidents and Treasurers have the authority approve how Society money is spent.

Specific tasks:

Authorising Expenditure
· Presidents and Treasurers cannot authorise their own expenditure!  If the President needs reimbursing the Treasurer must sign it off and vice versa

· If your Exec pays for goods or services upfront to cover society activities, they must claim it back by going through the SGF system. For using the SU credit cards and internal payments for reimbursement a Money Request Form should be created: Payments and Reimbursements

· All expenditure must have a receipt, invoice and/or correspondence presented as evidence attached to the Money Request Form prior to payment

· As you are accountable to your membership, any Society money spent needs to benefit all your members 

· You may not spend Society money on Exec-only items/events/activities. For example, an Exec only trip or dinner.

· Generally there is no free merchandise, no free trips and no free tickets the SU will allow society members to provide. However in some circumstances such as sober reps at clubbing events free tickets will be allowed. 

· Also if it is declared as part of a sponsorship agreement that is OK 
TOP TIP!  You must get all budgets signed off by the Student Activities team BEFORE you spend any money!  



Payment guide 



Reimbursement for expenditure

Unless when using the SU’s credit card or for international payments please use the SGF system to make reimbursement. A step by step guide is here: Payments and Reimbursements

Ordering goods or services

1) Download & print a Purchase Order form 
Finance Forms
2) Fill in the form with your Society account details, supplier name and product description 
3) Ensure it is signed by the Society exec member making the request, yourself and/or the President
4) Hand in to student activities
5) For more info see here Finance Forms


Pursuing funding opportunities 


There is only a limited amount of Socs Fed/Sports fed grant money available to fund Society activity. The Treasurer must therefore also think strategically and legally about how to generate income. This will involve working closely with your Exec to identify the most suitable way of raising money to benefit your members. 

Specific tasks:

Applying for extra funding
· Another important part of the Treasurers role is to source additional funding and sponsorship to help your society run its activities and events  
· For Socs, there is the Socs Emergency Fund which is available from term 2.



Finding sponsorship

· Getting sponsorship can be the gateway to helping you develop your Society

· It can be an excellent way to provide creative opportunities for your members and for companies to reach the student market

· More information on sponsorship can be found online in Exec Resources Sponsorship

Planning fundraising events

· Being a treasurer isn’t just about handling the money; it means knowing how your finances stand at any one time and communicating this to your members 

· A big part of your role will be to keep your Exec informed of the society’s financial situation

· Although the Treasurer may not be in charge of organising events, it’s important you communicate the need to fundraise so it can be built into your yearly activity  

· You also need to ensure any fundraising activity proposed is in line with the Unions Charity Collections procedures. It is best to contact your Coordinator surrounding these procedures.

· Don’t forget to keep on top of your membership fees and make sure Society members pay up on time! 

· Increasing your members will also generate more income, so think about this when planning activities



Treasurer – Key skills

The diagram below shows the key skills a Society Treasurer requires.  Don’t worry if you feel you don’t possess them all!  They can be learnt and developed as you go along.

· Skills required 
· Numerical competence 
· Organisation
· Budgeting
· Communication 
· Decision making 
· Team work
· Motivation 
· Strategic thinking 
· Time management
· Problem solving

It should now be clear that being a society Treasurer is a brilliant learning curve and a fun role too. Why not sign up for free workshops like public speaking and time management being offered throughout the year?  See here for more information: http://www2.warwick.ac.uk/services/scs/ 
We can also help you learn how to effectively show off the skills you have acquired to future employers!  See ‘Being a Treasurer and your CV’ .


Challenges & how to solve them…


You’re struggling to generate funds
· Make sure you plan ahead to meet sponsorship deadlines
· Could you collaborate on fundraising activity with other Societies? Or sell them your services?
· Do your research and think creatively!  What do other charitable organisations do to generate income?
· There is a donations page for each society which you can use to raise funds.

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 Treasurer
· 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 us if you’re struggling! Ultimately, as a student your degree comes first
· Diarise your time so you can be better organised 


Being a Treasurer and your CV 
Being Treasurer means you have experience managing budgets! This is great for the CV!
As a Treasurer 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/









	
	
	



2

